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They  Learn  Better  ...You  Teach  Better 

with  MONROE  Adding  Machines 
and  Instruction  Courses! 


Unique  "Rhythm-add"  Course  for  Full  Keyboard  Monroe 
New "RhythmatU-Touch"  Course  for  10-Key  Monroe 

An<»tli«*r  important  part  <»l  tin;  Moiiror  Kaliicatioiuil 
I'laii  lor  li'arliiii^  l)U^iiM'ss  maciiim*  operation  in 
.scliools!  Here  an;  tin*  two  hahir  types  ol  Monroi* 
Adiliiif'  Machines,  widely  known,  widelv  used. 
wid<*ly  prelerred  in  hu~iiiess.  And,  like  every 
Monroe,  each  is  taneht  hy  "peeial  Monroe  instrin*- 
tion  (•onr>es  wliii  li  have  had  '■peelai  ular  succrss. 

'rofiether,  tln:>e  two  Monroe  Atiding  Maeliine- 
and  their  own  training  course^,  give  an  oilier 
niaehine  eiirrienhnn  a  eonipli‘tene>s  ininiatehed  in 
the  hiisine^s  inaehine  liehl.  Students  learn  la-ter, 
more  easily  on  Monroes  e'-peeially  with  the  help  ol 
the  courses  designe<l  to  develop  their  skills.  And 
they  are  trained  on  the  very  niaehines  they  nio-'t 
likely  will  he  using  in  their  hiisine'-s  careers.  I’lieir 
knowledge  ol  Monroe  niaehines  and  methods  will 
make  a  better  impression  lor  your  school  when 
they  take  jolts  alti'r  gratluation. 

Adtiitional  inlormatiitn  is  yours  just  for  the 
asking,  Ironi  either  the  nearest  local  Monroe  oilier 
or  Ironi  the  K<lueati«tnal  l)rpt., 

.Monroe  ('.aleulating  Maeliint*  ^ 
(atmpany,  Inc.,  Orange,  .N.  J.  m.l 


FREE  PORTFOLIO! 

Packed  with  really  helpful  and  practical 
information,  this  special  portfo  io  will  be 
mailed  to  any  commerciot  teocher  with¬ 
out  cost  or  obligation.  Simply  attach  the 
coupon  to  your  school's  letterhead. 


^  r;  __  .V 

r^ytwj 

L  "  MffNKOr. 

!  \  Ml 


Monroe  Calculating  Machine  Company,  Inc. 
Educational  Department,  Orange,  N.  J. 

Please  mail  the  Monroe  Portfolio  of  Teaching  Aids  and  Literatur 
which  I  understand  is  free. 
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Ilrainui  Kort  mnn  Wmi  d 
!■  liubllahrii  iBonthtv  In 
r«|il  July  anti  Aufuall 
by  Iba  Grafg  Publtabing  lllvlaion  of  lha  McCraw* 
Hill  Rook  Oainpaay,  lat.,  at  ISW  Nobla  At., 
PbiUdaIpbia  21.  Pa.  Kdilnrial  anil  rarrulWa 
•A.aa  at  130  W  42  M.,  N>-»  York  .14  SUR 
SORIPTION  RATF.S:  Oiiilad  Slalaa  and  Paaaaa- 
alona  f  1  00  a  yaai.  |S  00  lay  Iwa  yraiaj  l.aiiada. 
Pbllippinna.  and  all  olhat  eaanlnaa  01.10  a 
yaart  |6  00  lay  lao  yrara. 

Oapyyiaht,  lOVA.  by  Iba  Gyafg  Publlahinf  Uoiaion 
al  lha  McGraa  Hill  Bonk  Ca..  Ur  PyUlad  In  tba 
U.S  A.  Sarond  aUaa  mail  pylvilagaa  aulbarlaad 


ddaarflaing  llapraaanlaylt-ral  Afrd.raM'-ff III  Puhtlahing  l.ampany,  fnr. 

ATl-ANTA  3— STOKES  HENRY,  861  RHODES- HAVERTY  BI.Df;.  WAI.NI’T  .3778 
(:Hit;A<;<i  11— ray  wie<;e;rt,  .320  n.  Michigan  ave.  mohawk  4  .38(K) 

DALLAS  1— JAMES  r:A8ll,  FIRST  NATIONAL  BANK  BLDG.  PHOSPEd-rT  7-.5064 
LOS  ANGELk-S  17-CAHL  W.  DYSINCER,  1111  Wll.SIHRE  Hl.VD.  MADISON  6-4.323 
SAN  FRANt  lSR  <)  4— T.  EA  ANS  AA  YI  KOFE,  68  POS I  ST.,  DOI'GLAS  2-4600 


at  l*hiUtlrl|ihiR,  P^nnavivania.  Indpirit  in  The 
lnde%  and  Tha  f^duraticn  Indet.  In* 
formation  and  «laia  in  Ihr  **Bu»topaa  Scanp** 
are  ab«lrarlp«l.  with  f>prmiMion,  from  Bu*tne$t 
B  aekt  thr  maRatin*  of  loiainpwa  pipcutlvpa.  and 
from  rrnoria  nf  tha  MrGraw  Hill  Umarlnipnt  of 
onomii  a.  Iliiai'oBaa  KioI’Cation  Uaai.i>  la  alao 
a^ailahlp  in  a  mirrofitm  polition  from  Univerwlly 
Mit-ruhlma,  SIS  N.  ^iral  M.,  Ann  Arbor.  Mirh. 
Addrraa  rorTPa|>ondpnrp  rrgradiiig  aubao'Clptiona 
to  t.irrulalion  lippartmpni.  HiaiNMa  Foi'canon 
moan*.  1309  Noblp  M.,  Philadrlphta  2S.  Pa  or 
S30  m  42nd  Sirrrt.  Naw  York  36.  N.  Y.  Smmi  In 
both  old  addro^oa  and  now  addrwaa  when  thar<*  ia 
a  rhangr,  and  allow  four  worka  for  entry. 


LETTERS 


A  Plea  for  Realism 

To  the  Editor: 

Why  can’t  we  make  our  methods 
courses  more  realistic?  So  ofti'ii  in¬ 
structors  of  methods  courses  appar¬ 
ently  have  either  had  no  soc-ondary 
teaching  experience,  or  they  have  Ir'cii 
toachinj;  on  the  college  level  for  sh 
long  that  they  are  unaware  ol  the 
problems  of  crowded  schedul(*s,  al¬ 
ternating  use  of  classriKims,  interrupt¬ 
ed  class  sessions,  and  ovorhurdr'iied 
spiN-ial-assignment  programs. 

Often  I  have  h(‘ard  the  instructor 
of  methods  courses  explain  the  im- 
portaiKi*  of  having  the  typewriters 
adjusted  Iwforo  the  beginning  typing 
class  assiTiililcs  for  the  first  day.  I 
grant  that  this  would  have  its  merit 
in  simplifying  the  introduction  to 
typing,  but  it  would  bo  an  utter  im¬ 
possibility  in  my  present  scIukiI  sotiij) 
with  .several  teachers  alternati  ly  using 
the  same  classroom  each  available 
period  of  the  day  and  with  no  one 
teacher  being  in  that  room  two  con¬ 
secutive  periods. 

In  office-machine  methods  class  vac 
spent  considerahle  time  preparing  ro¬ 
tation  plans,  and  this  is  perhaps  one 
of  the  most  .satisfactory  methods  of 
teaching  the  course.  Hut  the  prob 
lems  encountered  in  adjusting  tin- 
rotation  plan  to  allow  for  the  possi 
ble  late  registration  of  students,  class 
omissions  for  assemblies,  class  inter¬ 
ruptions  for  fire  drills,  and  absences 
of  pupils  should  1m*  thoroughly  ac¬ 
knowledged  and  some  attempt  made 
to  show'  the  desirable  solutions.  Tlu'se 
( Continued  on  page  33 ) 


What's  Coming 

Watch  for  articles  on  these 
subjects  in  early  issues: 

What  Automation  Means  to  the, 
Htisiness  Teacher 

4 

In-Service  Training 
How  to  Teach  Transcription 
Rerliicing  Typing  Frrors 
Teaching  Materials  fnr  Duplicat¬ 
ing  Machines  C’oiirses  and 
Dictating  .Machines  C^oiirses 
Modem  Planning  for  Business 
F.diication  IX'partments 
State  Supervision  of  Business 
Fdneation 

—plus,  of  course,  many  other 
features  ami  regular  depart¬ 
ments. 
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Dirsrtor  of  Conftum«r  (di><otton 
HouicHoid  Fmonce  Cofpcrotioft 


■'  Prnctintl  (iuidr*  for  Htiirr  lAtin^ 

Consumer  Education  Department 


Household  Finance  Corporation 

Consumer  Education  Department  No.  BW>9>5 

919  North  Michigan  Avenue,  Chicago  11,  Illinois 


1  HOUSEHOLD  FINANCE 

Cn^uruUu>n>  ^ 


l’l<*aM‘  filiiihlri|i  rlirrk«*«l  ht-loM  on  f n't- hum  for  oiir  Hi-rk. 

I  v»ill  pay  ri'liirn  |M)Hlat'<‘.  I  lia\e  liHtrd  <lal«‘H  at  IraVl  on<'  iiumlli  in 
a<l\aiM'«‘  of  )lat<*  I  plan  to  hIiom  the  filmntrip. 

C>at«i  iKita, 

Make  SriiHe  willi  ^oiir  t!lotliiii(;  ItollarH 

'JO  mtn  lytUtr  . . . 

Ilovt  to  Sirrit'li  lour  I'tMxl  Dollara 

27  min  t'tAuf  . . 

lloM  to  I  nr  ( .oiiHiiiiirr  t  mill  inriy 

'2H  min.  tdiuk  and  mAii#  . . 


Preferred  Aiternot* 
Dot«:  Do**; 


hu<lt;rliiit'  for  itrller  l,iviii{' 

'2S  min.  hlatk  anti  ukttr 


\X  hat  In  Your  .Shopping!  S-orr? 

10  min.  hiaik  and  uhtt^ 


Nome 


iddrrsg 


/.one 


Suite 


Draiiuitic  nriv  Jilmst rip  in  color! 


HOW  TO  PLAN,  BUY 
ANO  CARE  FOR  CLOTHING 


"Make  Sfiisc  with  Your  (ilolhing  Dollars”  is  an 
IIKd  teucliiiif!  aid  packed  \\ith  lielplul  and 
interesting  iidorrnalion  on  vsardrolie  planning, 
elotliing  huy manship,  elothing  rare,  and  faets 
ahout  fillers  and  lahries. 

riiis  draniati/.ation  is  ii-ntered  around  a 
ty|ii(-al  laniily's  prolilein"  and  considers  their 
needs  and  purposes. 

riiis  silent  .■f.'t-nnn  hlin^trip  lecture  conies 
to  you  in  color.  A  prepared  talk  and  direirtions 
ior  using  are  includ<‘d.  All  MR!  hitnsirips  re- 
i|uire  a  .d.'S-nun  |irojector  and  run  ior  1.^)  to  if(l 
rninutt's.  All  are  availalile  on  free  loan  for 
one  week. 


Many  Uin  horn  htiii-  u  rillen  iiit  that  II !■  (!'»  ftlnixtri/m  an- 

iaformatii-e,  nlarational,  and  tdear  in  thvir  itn-st-nlalion.  /  /irv,  lihi-  tin-  lMtokU-t% 
an-  /danniil  for  use  hy  adult  nymtin  aa  in-ll  aa  atndi-nta  at  tin-  an  ondary  and 

folh-fif-  It-it-l.  hae  tin-  roiiiion  to  rrai-rn-  "  Make  Si-nai-  nith  lour  (  lothin  ft  Ihdiaia” 
and  our  olln-r  filinatri/ia  for  \our  t  laaarooin  nav. 


Schoid  or  (hftanizntion 


EKAStBStiK 

rjiii 


You  will  advance 
faster  in  your  career 
if  you  have  been 
well-trained  in  an 
accredited  school — 
and  if  you  acquire 
the  EraserStik  habit 
early. 

EraserStik  is  differ¬ 
ent.  It  is  a  modern, 
slim,  pencil-shoped, 
wood-encased  eraser 
that  erases  a  single 
letter  without  marring 
the  rest  of  the  word. 
It  sharpens  just  like 
a  pencil. 

If  you  want  praise 
instead  of  criticism, 
use  EraserStik.  For 
typewriting,  pencil  or 
ink.  Get  a  few 
today. 

TEACHERS:  FREE 
sample  available  for 
class  demonstration. 
Write  on  school 
stationery. 

For  best  results 
expose  rubber  point 
about  3/16". 


A.W.FABER-C45rm 

PENCIL  CO..  INC  NEWARK  3,  N  J 


N.  Mae  Sawyk.h 

lli()ii.saii(i  tiMch«*rs  nv»*ic  ri‘(i|)ii'iits  ol 
Imt  roiiiisri,  tliroii^li  lu-i  rorn'SjMHul- 
r-iu«‘  coiirsr,  lu  r  ix'tsoiial  lorrrspoiid- 
and  an  aitcriKHMi  cniirs*-  slu* 
cntidiU'Ird. 

Miss  SawNiT,  wlifk  lias  partu  ipatcd 
in  convention  programs  and  has  Icc- 
Inrcd  throiiKliont  the  coniitry,  was 
th«‘  proncnitor  ol  the  scicnti’  ol  in- 
strnclion  in  (ilin^.  As  a  inciniM-r  of  the 
(.rcnK  stall,  sin-  will  assist  in  develop¬ 
ing  and  expanding  a  program  ol  ser¬ 
vice  to  teachers  and  students  directly 
related  to  (ircKu’s  in-w  and  revised 
liliiiK  materials,  all  ol  which  are  based 
on  the  former  Keminf'ton  Hand  pro¬ 
gram.  She  will  also  provide*  «‘ditorial 
^nidanec*  in  |)r«*parin^  n<‘W'  filin^t  ma¬ 
terials.  and,  as  eo-urdinator  with  other 
iiH‘mlM*rs  of  the  (IregR  Staff,  will 
assist  teach«*rs  in  making  the  transi¬ 
tion  Iron)  th(‘  Hemington  Hand  to  the 
(iregg  materials. 


SAVE  EYES 


ALL-METAL 


80c  •«. 
19.00  dox. 


NO  SCRATCH 

NonalUrqic  rubbar  faal  will  not 
•cratch  tha  datk  top. 

HOLDS  SIDE  OR 
END-OPENING  BOOKS 

of  any  tixa  aqually  wall  in  aitkar 
of  two  potitiont. 

Manufacturari  of  ALLEN  "NON-TIP¬ 
PING"  TYPING  DEMONSTRATION 
TABLE 

National  dittributor  for  SCHNEIDER 
adjustable  typing  desk  and  other 
typinq  room  equipment 

H.  M.  ALLEN  COMPANY 

Hartford.  Wisconsin 


use  Mohawk  "No  Peek”  Blinders 

Are  you  constantly  soying  "Keep  your  eyes  on 
the  text  Don't  wotch  the  keyboord"?  Well,  you 
con  cosily  stop  this  hcodoche  by  using  the 
"No-Pcek"  Blinders. 

The  "Blinders"  ore  so  designed  thot  they  do  not 
impoir  straight  line  vision,  but  allow  the  student 
to  read  the  tot  material  However,  they  do 
prevent  the  student  from  gloncing  down  at  the 
typewriter  keyboard  The  stubborn  cose  is  now 
0  thing  of  the  post 

Mohowk  Blinders  ore  sturdily  built  ot  non-breok- 
oble  plostic  in  block  or  white  colors  Price 
$7.00  per  doz.  $12.00  per  doz  Sold  only  in 
V$  doz  ond  whole  doz  lots.  Send  orders  directly  to 

MOHAWK  VALLEY  SPORTS,  INC. 

LITTLE  FALLS.  N  Y. 


BUSINKSS  KDl’C.ATION  WOHI.I) 
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osn.oN 


cansur 

•nlormation  v..  V  l^upl.caUng 

convenient.  a'WP'V 


ABDICK 


THE  FIRST  NAME  IN  DUPLICATING 


A  *.  r>irK  a  akA  A2>M;aAM<  I 


Pleat*  tell  me  more  obout  your  offer  to 
help  plan  a  complete  court*  in  office 
duplicating. 
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•Why  future  lady  executives  learn 


^  The  New  L'luierwoud  150  now  comes  in  hve  handsrmu- 
colors.  Ir  has  many  exclusive  features  that  make  it 
easier  to  leatn  on.  Kot  faster  reading,  the  writing  scale 
and  heading  centering  scales  are  mounted  on  the  front 
of  the  carriage.  The  exclusive  new  Diamond-Set  Mar¬ 
gins  are  set  from  the  front,  tiMi — you  actually  see  what 
you're  doing.  Hand  travel  is  reduced  to  a  minimum, 
and  TnderwiKKi’s  exclusive  touch-tuning  is  kitten-soft 
Keyboard  lessons  go  faster;  proper  stroking  technique 
is  learned  more  quickly! 


The  new  I'nderwood  Klectric  gives  you  many  reach¬ 
ing  advantages;  new  .Air  Cushioned  Carriage  Ketuin 
and  “Cushioned  IViwer”  for  truly  ipiiet  operation  .  .  . 
new  Klectric  Ribbon  Rewind  (rewinds  a  3f>-f<M»t  ribbon 
in  4()  seconds)  for  ribbon  changing  ease  .  .  .  margins  are 
set  from  the  keyboard  —  electrically  .  .  .  exclusive  ball- 
iTKNin  keys  cradle  the  hngertips,  protect  the  nails.  I  ram 
your  students  on  the  typewriters  they’ll  use  in  business. 


BUSINESS  EDUCATION  WOKI.D 
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easier,  faster  on  Underwoods 


Why?  Mostly  because  the  I  lulerxsootl  is  (lesinneil  t«) 
make  teac  hinn  easier. 

I  he  new  I  ntlerwocKl  Standard  and  |•,le^•tru■  I  vpewriteis 
have  features  which  mean  sj>»«-d  ami  aciuracv  tome 
more  readily  and  narurally  . 

All  I  nrletwrKids  have  conventional  scales  —  customary 
left  and  ri>;ht-hand  margin  settinns  — maximum  visihilitv 

-IMd'S . 


limleiwcKMl  <  hhce  (you’ll  triul  the  niimhi  t  in  tin-  't'ellow' 
Panes  of  your  phone  ImmiL)  or  mail  the  ioii|>oii  helow. 


FK.MLRKS  FOR  I  MF  ADVANCKI)  S'l  l  DKN'I 
(;()IN(;  INTO  RIJSINFSS 

•  Paper  'Fable  (]enleriii><  Seales. 

•  Diamond  SeltinjJs  (Standard  Only)  for  properly 
placed  short,  tnediiiin,  and  lon>i  letters. 

•  Mininuitn  hand  travel  keeping  finders  closer  to 
the  keyboard. 

Let  usriemonstrate  the  new  I  nderwriod  Standard  and  flic 
new  IJnderwrKid  F.lectric.  .See  for  yourself  why  they  are 
superior  teachmn  ttwrls.  I  here’s  n«>  ohlination.  C'all  your 


Ur  tori  G.  tJicki,  Monoger 
Huiinftit  Education  Diviiion 
Undorwood  Corporation 
Ore  Park  Avenue,  Mew  York  lii,  N  Y 


Pleore  tend  me  further  information  on 

the  new  Underwood  I  SO  (  ) 
the  new  Underwood  Electric  [  ] 
I  w juld  tike  a  demoriitration  of  the  new  Underwood  I  V)  P) 
the  new  Underwood  Electric  f”] 


NAME  AND  TITIE 


SCHOOL  ADDRESS 


ZONE  STATE 


s'V-  ' 


UNDERWOOD  CORPORA  TION 

•oUT.: 

^'1  iti' 

One  Pofit  Av#nue,  New  Yo^k  16,  F4.  Y  Unde' wood  IM  ,  Toronto  I,  Conodo 
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I  PLtIMIIT  DRECTOIIS 


I  constantly 

I 


ask  this  question: 

ARE  YOUR  GRADUATES 
BURROUGHS-TRAINED? 


SENSIMATIC  ACCOUNTING 
MACHINES 


CALCULATING 

MACHINES 


FULL  KETIOARD  ADDING 
MACHINES 


TEN  KEY  ADDING 
MACHINES 


And  Here  Are  Four  Good  Reasons  for  Their  Question 


Naturally,  th«*y  dihhI  HurrouKha-Lraint'd  Kraduatt^H 
for  “aold  on  HurrouKha”  <*ompani«»~and  th»*  Mat 
of  auch  (‘ompatiit'H  ia  ^rowinK  every  <lay. 

So  when  you  train  your  atudenta  on  Burrou^ha 
rnaehiiK'N,  you’re  artually  K'vinK  them  a  better 
ohanre  for  a  better  job.  And  you’re  KivinK  the 
placement  jMHipb*  the  kind  of  ^raduatea  they’re 
l(H)kinK  for. 

That’a  important— to  Kive  your  atudenta  the  kind  of 
trainiiiK  that  will  help  them  find  joba  quickly.  Hut 
e<)ually  impiirtant,  your  achool  ahould  have  the 
rnachinea  that  will  prove  to  be  the  Im-hI  inrcHtmcnt. 

lEST  FOR  BUSINESS-IDEAL  FOR  CLASSROOM  USE 

K«)r  the  aatne  reaaona  that  they’re  prefernnl  for 


buaineaa,  Burrou^ha  baaic  buainim  machini'a  are 
ideally  auiterl  for  claaaroom  uae.  They’re  aimply 
deHiKne<l,  highly  automatic,  and  eaay  to  uae— ao 
that  your  atudenta  will  like  them.  And  b<H!au.se 
they’re  built  to  laat,  maintenance  cost  will  be 
remarkably  low.  For  full  information,  aimply  call 
or  write  our  nearf*at  branch  office. 

TRAINING  AIDS  AVAILABLE 

Burroughs  haa  prepare<l  many  helpful  training  aida, 
baa(‘d  on  ita  long  experience  with  office  methods 
and  procedur«*s,  to  assist  teachers.  Textbcapka, 
practice  work  forms,  and  other  materials  are 
available  to  both  public  and  private  schools.  Ju.st 
call  our  l<M’al  branch  office,  or  write  to  Burroughs 
Corporation,  Detroit  .‘12,  Michigan. 


WHEREVER  THERE'S  BUSIHESS  THERE'S  BurrOU^hs 


f  1 


"Hurri>u*hii"  anct  "Si-rmitnatir"  arr  IraHr-marka 
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BUSINESS  EDUCATION  WORLD 


BUSINESS  SCENE 


Credit— an  American  Habit 

Vou’v«;  bffii  licuring  a  lut  about 
cndil  n-coiitly.  litre’s  wliy.  'I'he  na¬ 
tion’s  output,  rising  lor  twrlvf  inontbs, 
has  increased  by  about  $26  billion 
from  its  lyol  low.  That’s  obviously 
good.  I'eoph;  have  borrowed  the 
inon«-y  to  jray  lor  fully  half  that  in¬ 
creased  outpouring  of  goods  and  serv¬ 
ices.  1  his  isn’t  «piit«*  so  giMxl. 

Borrowing  is  an  old  American  cus¬ 
tom -almost  an  American  invention.  It 
helps  in  no  small  measure  to  account 
lor  our  standard  of  living.  But  it  also 
helped  to  produce  the  r»‘al-estate 
crash  ol  the  thirties.  Going  into  debt 
has  the  practical  elf«-ct  of  cr»*ating 
new  money.  It’s  an  iidlation  potential 
that  has  banking  authorities  in(;reas- 
ingly  on  the  edge  ol  their  seats. 

You  s(‘(!  this  in  their  lat<*st  moves 
to  restiain  the  rise  in  eonsumer  errdit. 
You  (h*t«-ct  it,  t«)o,  in  flu-ir  published 
statenu'iits,  which  are  cautious  yet 
avoid  alarm.  Some  action  is  in  the 
cards,  but  nothing  r«‘ally  stiingriit. 
rhe  reason  is  obvious:  nobody  wants 
to  risk  crimping  tlu*  boom. 

The  Happiness  Phase 

rhe  business  boom  has  now 
reach<<l  the  "happiness  ph.ise,”  ac¬ 
cording  to  Dexter  .\I.  Kee/er,  ol  the 
I )e|).nlment  of  Keonomies,  McGi.iw- 
iiill  Bnblishing  ('ompany.  'Ihis  is  the 
ph.ise  in  which  businessmen  are 
h.ippy  about  sali’S  bee.iuse  they  are 
ineieasiiig,  and  about  costs  Ix'eausi* 
they  have  not  yet  in-reaserl  very 
much.  They  are  happy  about  profits, 
bi  c'.mse  they  look  so  line  when  com- 
p.iied  with  l.ist  year’s  periixl  ol  n*- 
eession  and  are  not  yet  to  be  com- 
p.ired  with  earnings  based  on  a  boom. 

There  is  a  strong  suspicion,  how- 
ev«T,  ih.il  beforr*  H)")')  is  over,  busi¬ 
ness  will  liavi*  entered  the  "worriness” 
ph.ise,  in  which  exeiiitives  compl.iin 
ineieasiiigly  about  rising  costs.  I  he 
lin.ineial  community  will  be  strained 
to  aceommiMlate  mounting  demands 
lor  borrowed  funds.  So,  borrowing 
will  cost  somewhat  more,  in  teinis  of 
interest,  .md  vs  ill  Im-  considerably 
h.irder  to  arrange.  St.irting  in  the 
linaiK  iai  district,  there  will  begin  to 
spread  a  vague  foreboding  that  “this 
is  too  giMid  to  last.’’ 

It  is  the  prevailing  opinion  among 
business  |)eople  that  we  ar<-  at  least 


two  stages  away  liom  the  next  pi-riod 
ol  declining  business  activity.  In 
other  words,  Kcez<-r  says,  the  b<K>m 
will  last  lor  all  of  I5J55.  The  political 
stage,  in  which  it  will  Ix'come  ex¬ 
tremely  difficult  to  tell  what  the  ac¬ 
tual  state  ol  the  national  economy 
may  be,  begins  in  1U5B. 

Forecastr-rs  today  have  a  phsisaiit 
outlook,  d'lie  improvement  in  profits 
is  striking.  It  is  generally  ••xpected 
that  corporate  prolits,  alter  taxr-s,  will 
reach  $21  billion  lor  the  full  year 
1950  (IS  pr-r  cent  more  than  195-1). 
About  $1  I  billion  will  be  paid  in 
dividends  to  strx'kholders,  one  ol  the 
highest  proportions  in  the  postwar 
period,  keezer  linds  the  rapid  pace  at 
which  SOUK*  growth  industries  are  out- 
stri|)ping  others  to  be  tlu*  most  fas¬ 
cinating  subject  in  the  business  world. 

Blimey,  We're  Invaded 

More  motion  pictures  for  TV  are 
on  the  way.  Anu'iican  Bro.idcasting 
(.'onip.iny  has  signed  an  exclusive 
long- term  contract  lor  55  lop  f«‘atur«‘ 
British  iilms  with  (icner.d  I'ilm  Dis- 
liibutors,  Limited,  alliliate  ol  j.  Ar¬ 
thur  Bank  and  Kine  .\its  Knterprises. 
rhe  package  includes  such  shows  as 
Hrirf  Enronutcr,  ('.arsar  ami  f’/eo- 
patra,  and  (’.rrat  I'.xju'ctatums.  ,'\B(^ 
rV  will  show  them  Sund.iy  nights  this 
fall,  starting  at  7:50  p.m. 

Such  activity  once  ag.iin  raisc'S  the 
(|uestion:  .Are  motion  pic  ture*  produc- 
c*rs  gccing  to  loosc-n  up  to  le  t  'lA'  get 
their  pneeluels?  The*  expe  its  think  the* 
molion-picture*  industiv  won’t  be*  in 
a  hurry.  I'rolits  from  ihi'alres  ;ire*  fine* 
right  now.  Kve*ry  y«*ai  flu*  lA'  industry 
raise*s  its  bids  lor  Him.  .So  whv  be*  in 
a  hurry  f<»  sell?  Kurtiurtnoie,  if  all 
studios  le  t  down  the*  b.iriiers  at  once*, 
flu*  price*  would  erash.  Ghanee*s  are 
be*tte*r  for  .i  gr.idnal  le  akage*  than  for 
any  sudile  n  ope*ning  of  doors. 


Don't  let  this  happen 
in  your  classes! 


TKACH 

TYPEWRITING 
IN  FULL  VIEW 
...  USE  A 

KARLO 

TYPEWRITER 
DEMONSTRATION  STAND 

Th«  b«tt  tajckar  aliva  can't  taach  typa 
writing  tha  right  way  unlaat  avary  pupil 
in  tha  data  SEES  avary  damonitratiernl 

Hara't  whara  tha  KARLO  Stanel  provai 
ita  aupariority  for  merdarn  "audio- viaual" 
typawriting  training.  Ita  adjuatabla  haighi 
(3S*  to  48' I  and  traa- rolling  caatara 
maan  it  can  ba  arrangad  ao  EVERYONE 
can  aaa  without  craning.  It'a  aturdy  and 
ataady  aa  a  daak  .  .  .  all-matal  baaa  .  .  . 
hardwood  top  .  .  .  takaa  no  moro  floor 
apaca  than  machina  it  aupporta.  Sand  nama 
and  addraaa  today  for  full  detaila  to  KARL 
MANUFACTURING  COMPANY.  34  Ionia 
Ava.,  S.W.,  Cran4  Rapida  2,  Michigan 


SEND  THIS  KARLO  COUPON 


Small  Charge  for  Watches 

The*  wollel  is  getting  sm.dle*r  :md 
sm.dle*r.  Miero-f ’e*ll,  a  b.»tte*ry  aluuit 
the*  size*  of  a  pe*nny,  h.is  be*e*n  de*ve*l 
o|)e*d  by  tlu*  KIgin  National  Watch 
Gompany  for  an  e*Ie*clrie  ally  powe  re-d 
watch.  Iiuliiim,  a  soft  silve*ry  rnet.il 
used  as  an  inne  r  e*|e*meiit,  preve*nts  tlu* 
g.issing  and  le  akage-  common  to  otlu-r 
dry  e*e*lls.  I'.lgin  says  the  ce*ll  has  a 
working  life*  of  around  two  ye*ars. 


KARL  AAANUPACTURINO  COAAPANV 
14  laala  Ava-,  S.W. 

Croad  Ropidt  2,  Michigan 

Sand  cainplata  inforniatlan  on  Korin  Typawrltar 
Darnonttrotien  Stann'  a«  ihawn,  and  otbnr  modnla 
Thank  you. 

NAMI  . 

AOORiSS  . 

CITY  .  STATI  . 
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i\ow  R(*ady 


A  Filing  Program  that's  Modem,  Realistic,  Authentic 


Progressive  Filing-  Sixth  Edition 


A  ifiiide  to  all  kinds  of  filinK  programa.  Practice  Inatruction  Manual- 


New  York  3«,  3.10  W.  42d  St. 

('hiram  30,  4066  (liaM  Avr.,  Lincolnwood 
Han  l^anrisru  4. 6H  Post  St. 

Dallas  2,  Ml  Kim  St. 

Toronto  4,  243  Spadina  Rd. 

London  K.  C.  4,  ii  Karrin(don  SL 


Complete  cycle  of  filinK  activities,  from  in- 
dexitiK  to  transferrinK,  presenU**!  carlu  in 
the  text  ,  . .  what  an  advuntaRc  for  short- 
course  teach  inif! 


Hanic  Set— 

Complete,  ready-to-use  practice  units  in 
/  Alphabetic  Card  Filing 


i)rmunntration~crntvrrd  illustrations  .  .  . 
emphasis  on  activity,  not  on  (s|uipment . . . 
attire  than  WO  illuHtraliona  in  this  teo-page 
text. 


Kqual  emphasis  on  filiiiK  in  small  oflices 
and  in  larRe,  centralizeti  departments. 


Advanced  Set— 


Progremiive  Filing,  Sixth  Edition  ...  so 
brief,  so  clear,  no  simply  stated . . .  that  it  is 
virtually  self-teachinif ! 


(Complete,  ready-to-use  practice  units  iir 

4  Subject  Filing 

5  (ieographic  Filing 


Miniature  Lettera- 

Seventy-five  of  them  .  .  .  realistic  .  .  .  ex- 
(tertly  and  authoritatively  prepared  to  sim¬ 
plify  tt‘achinK  and  learning.  Collated  for 
instant  checking. 


Solutions  to  all  exercises  and  helpful  teach¬ 
ing  suggMtions  based  on  classroom  expert 
ence  in  the  teaching  of  filing . . .  high  school 
and  college. 


Straight-apeaking  student  booklet  of  in¬ 
structions  for  doing  practice  units  and  ex¬ 
ercises  . . .  simply  written  . . .  complete  . . . 
explicit. 


Serting  Ituaineaa  Education  Through  FuMialting 


ItK-USABLK 
PRACTICK  MATKRIALS 


A  new  pri‘si‘ntation,  in  color,  that  condens<‘s 
the  bases  of  all  filing  into  twentg  simplified 
rules  . . ,  easily  under.st<K>d,  easily  retainwl. 


So  gummed  laW'Is  to  stick  on  tabs  ...  no 
mutilation  of  guides  and  folders  ...  no 
waste!  Your  bargain  buy  in  quality  filing. 


2  Variadex  Alphabetic  Vorreapondence 
Filing  IN  FIVE 
AUTHENTIC  COLORS 


3  Numeric  Filing 


■ASV-TO-USK 
WORKBOOK  KXKRCISBS 


A  short  course  in  itself . . .  alphalietic  filing 
rules  are  staUni  right  in  this  supplementary 
workbfNik  fur  convenient  use  in  doing  the 
correlated  exercises. 


Exercises  in 

€  Triple-i'heck  Aulomatic 
7  Decimal  Subject  Filing 
H  Soundex  Filing 


Filing 


Miniature  forms  provided  fur  putting  the 
filing  ruh-s  into  effect. 


COMPLBTB  TBACHBR'8 
MANUAL  AND  KBV 


ORBOO 


RURLISNINO  DIVISION 

Mrilram-HUI  Hook  Compmitf,  tnt. 


TKACHABLK,  CarDffully 
IntDflratDCl  BASIC  TBXT 


TRY  THIS 

GREGG-APPROVBD 
ESTERBROOK  PEN 


WITH  THIS 
GREGG-APPROVED 
ESTERBROOK  POINT 


FOR  MORE  SPEEO 


FOR  CLEARER  NOTES 


Gregg  Shorthand  was  designed  to  Im*  written 
with  a  pen.  Using  anything  else  can  cut  your 
sfXied  as  much  as  10%.  And  ink-written  notes 
stay  clear  and  sharp  indefinitely,  They’re  ea.sier 
to  read.  Easier  to  transcrilK*. 

Today,  switch  to  an  Esterhrook  Pen  for  your 
Gregg  writing.  See  the  difference  it  makes. 
Watch  yourself  pick  up  sj)eed.  Notice  how 
much  less  tired  your  hand  gets.  And  why  not? 


’riiis  pen  was  made  especially  for  Gregg 
Shorthand.  And  everything  about  it  is  Gregg- 
Approved  for  Shorthand. 

Get  your  Gregg- Approvecl  F^sterhrook  Pen  at 
the  neart*st  fXin  counter.  The  price,  comphde 
with  the  8fH?cial  Gregg- Approved  point  fNo. 
15r)r))  is  most  modest  .  .  .  scarcely  more  than 
a  pair  of  party  nylons.  Extra  |K)ints  (to  elimi¬ 
nate  the  annoyance  of  repair  delays  should  you 
ever  damage  the  original  point)  are  only  r)()c. 


THE  RIGHT  POINT  FOR  THE  WAY 
YOU  WRITE  GREGG  SHORTHAND 


SHORTHAND  PEN 


T«ach«r»;  Writ<'  for  FKKK  DU'tntion  Fa<  t«  fiookh*t  No.  <> 
— "Facta that everyoin-8h<»u Id  knowahoul  Fountain  Fena.” 


MAbf  IN  U4A 
CANADA  AND 
INOlAND 


THE  ESTERBROOK  PEN  COMPANY,  Camden  1,  New  Jersey 


I 


^t<% 


IIUSINKSS  KDUCATION  WOHLl) 
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.  .  .  PRICED  AT  A  LOW,  LOW  SPECIAL  SCHOOL  PRICE  I 


free  to  teachers 

with  every  R.  C.  Allen  VisOmafic  Typewriter 
sold  to  a  school,  a  new  educational  portfolio 
of  classroom  timed  typing  tests.  Mail  coupon 
for  complete  details  and  school  folder. 


R.C.Allen  Business  Machines.Inc. 


678  Front  Avo.,  N.W.,  Grand  Rapids,  Michigan 

EDUCATIONAL  DEPARTMENT 


Without  obligation,  please  send  me  more  information 
about  the  R.  C.  Allen  VisOmatic  Typewriter. 


NAME- 
SCHOOL 
ADDRESS 
CITY - 


R.C. Allen  Business  Machines  Jnc. 

678  Front  Avo.,  N.W.,  Grand  Rapids,  Michigan  ' 


ZONE _ STATE 


VISIBLE,  AUTOMATIC  MARGINS — T  he 
easiest,  fastest  niart'iii  setting  of  all.  Indi* 
catorssliow  exatt  location  on  margin  scale. 

INTERCHANGEABLE  PLATEN — Teach 
on  the  machine  that  gives  you  the  "Quick- 
Switch"  platen,  that  makes  the  VisOmatic 
a  speciali/eci  writing  machine. 

BALANCED  LINE  SPACING — .Save  miles 
of  "reach”  with  one-space  movement  of  the 
lever  for  single  spacing;  two  space  move¬ 
ment  for  double  spacing;  not  .  .  .  three- 
space  movement  lor  all  spacings. 

FINGERTIP  KEYSET  TAB  CONTROLS 
— (Conveniently  placed  on  fating  panel; 
instant,  precision  set  and  clear;  simplifies 
lahulation  recpiired  in  all  types  of  profes¬ 
sional  work. 


ADJUSTABLE  SPACING — .Siinplihes 
right  margin  justification  and  "error  cor¬ 
rection.” 


ALL  THE  “PROFESSIONAL*’  FEA¬ 
TURES —  assuring  a  thorough  prepara¬ 
tion  for  the  business  world. 


S  r  f)  t  ('  m  her,  I  f)  .5  5 
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business 

EDUCATION 

WORLD 


AVI  OM AT10\ — thf  j)rot  essinf'  of  data  throuf'h  electronic  systems 
(electronic  “brains") — is  emerf'inf'  as  the  greatest  potential  ehanpe 
in  business  education  since  the  introduction  of  the  typeuriter.  So  far, 
only  larger  business  firms  have  been  able  to  afjt^rd  the  high  initial 
expense  of  automation  installations,  but  eventually  they  are  expected 
to  reach  into  even  fairly  small  organizations. 

.Since  automation  is  designed  to  do  more  rpiickly  and,  in  the  end, 
more  economically — much  of  the  u  ork  that  clerical  personnel  has  been 
doing,  its  importance  to  business  education  is  obvious.  In  the  article 
that  follous,  an  executive  closely  associated  u  ith  automation  tells  u  hy 
it  is  expected  to  bring  about  an  increase,  rather  than  a  decrease,  in 
the  number  of  jieople  employed.  However,  he  leaves  unanswered  the 
ijuestions:  H  hat  specific  kinds  of  jobs  u  ill  office  workers  hold  in  the 
future?  and,  If'hat  training  u  ill  they  need? 

I ndicalions  are.  that  radical  changes  in  the  business  education  cur¬ 
riculum  may  not  be  far  off:  but,  at  the  moment,  no  one  knou  s  all  the 
answers.  As  automation  takes  its  inevitable  course,  future  articles  in 
Hi  sinkss  Kl)i:rATIf).N  WOki.d  will  attempt  to  clarify  its  effect  on  the 
employment  of  office  workers.  I'.DITOK 


The  Significance  of  Automation 

H.  V.  WIDDOES,  Vice  Prf- .latnt  jnd  O-nordl  SaU-  f,  Pen  p.jmj  DiviMun,  '  (jrfX)rdtic)n 

OITICK  VVOHKKHS  UII.L  NOT  UK  UKIM.ACKI)  tlirougli  flu-  hm- 
of  (“Icctronic  dafii  ))roc»*s.siiig  .syst«‘ms.  You  <aii  scarili  tin*  n-cfinls 
of  every  company  covering  every  installation  of  the  Uemington  Uaiid 
Univac,  for  examphr,  without  tracing  one  joh  loss  to  the  computer. 

'I’hi.s  statement  is  made  as  a  result  an  exhaustive  study  of  the  relation- 
sliip  la'tween  el«*ctronu:  data  pr(M'es>ing  and  f)llice  workers,  (ioinpare  it 
with  som<‘  of  the  statements  that  have  ln-en  mad(!  within  the  past  year 
aUont  the  nnmUer  of  p<“<>ple  wlai  will  snp|>ose<lly  Im*  thrown  out  oi  work 
through  the  use  of  new,  automatic  computing  systems.  .Many  of  lh«*s<‘ 
stat(‘ments  amount  to  no  more  than  an  expression  of  opinion,  and  |HM>rly 
inform(‘d  opinion  at  th.it.  A  study  of  the  fails  shows  exactly  what  every 
close  student  of  the  situation  knows  machines  do  not  put  people  out  of 
work;  on  tfic  contrary,  they  |>iit  more  people  to  work  hy  cre.iting  more  johs. 

Tliis  is  particularly  true  of  office  work,  just  ."JO  years  ago,  for  example, 
few  offices  were  equipped  with  wh.it  was  still  a  new  invention  at  that 
time— the  typ<;writer.  T’od.iy,  the  smallest  office  has  at  least  one  typewriter 
and  it  may  very  well  he  an  electric  model  to  hiKit.  (Cmitiuucil  on  next  fiane) 
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THE  BEST-KNOWN  EXAMPLE  OF  AUTOMATION  tv  thr 

Hi  ttiinnl<m  Haiul  Ihiit  ac,  slitnm  t'n  its  riitirrty  tlirrcihj  uhnvi'. 
The  I'i'ntral  computer  i.v  in  the  hdekunnitul,  the  superi  i.sory  eoti- 
trol  panel  is  in  the  ftrrenrouiul,  tlw  control  printer  is  at  the 
(iterator's  rinht,  aiul  hehintl  him  are  the  Ihhsentts—hinh  siteed 
tape-hatullinn  meehanisnts  that  feed  information  into  the  com- 
Ituter  and  take  atcatj  the  residts.  The  photo  at  the  ri^ht  shou  s 
the  (tperator  ehaiminn  a  tape  in  one  hank  of  the  Utiiservos,  and 
the  phot(t  at  the  toji  slums  a  section  of  the  plnunahle  chassis 
that  makes  up  the  t cntrtd  eompttter. 


AUTOMATION  (continued) 


Fifty  yt-ars  ago,  adding  inacliiiios 
wero  relatively  unkiiowii.  KUieieiit 
desk  calculators  and  accounting  ma¬ 
chines  hadn’t  even  Ix-en  invented. 
Tahulutitig  machines  were  still  things 
of  the  future.  All  this  equipment  is 
considered  basic  now,  yet  many  more 
jwople  are  employed  in  offices  tcxlay 
than  ever  Iwforc.  Even  as  more  and 
more  machinc-ry  was  introduced,  more- 
arul  mori*  people  found  office  jobs. 

Wfiy  was  this  so?  B«-cause  thes»- 
machines  were  not  put  to  use  to  cut 
down  on  the  need  for  people.  Once 
this  basic  fact  is  understood,  the 
relationship  bclw<*en  people  and  ma¬ 
chines  beconjes  clear,  and  the  mis- 
und(‘rstandings  that  have  arisen  are 
automatically  put  aside.  Th(‘  machines 
were  instituted  because  there  was  no 
other  way  of  getting  the  job  done. 

As  America’s  population  increased, 
as  our  people’s  needs  iner«‘ased,  busi¬ 
ness  office's  acness  the  country  gen- 
<Tated  mem*  and  more  activity.  The 
company  that  used  to  sell  5  drc*sses 
a  day  began  to  .sell  10,  then  20,  then 
50,  until  today  it  may  be-  sc-lling  a 
thousand  or  more.  It  was  siniply  im¬ 
possible  t(»  keep  all  the-  rc'cords, 
write  all  the-  invoices,  do  all  the  ordc*r- 
ing  of  material,  etc.,  that  such  a  vol¬ 
ume  of  business  demands  with  the 
methods  that  we-re*  used  whe-n  the 
eom|)auy  sold  5  elresse-s  daily. 

Oiilv  machine's  could  handle  the 
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load,  because  of  tlieir  ability  to  carry 
out  purely  meehanical  (unctions  mucli 
more  quickly  and  accurately  than 
humans.  The  machines  actually 
helped  to  create  more  jobs  because 
they  led  to  greater  productivity  and 
increasc'd  profits,  which  in  turn  caused 
business  to  step  up  its  activities. 

Our  population  has  continued  to 
grow— at  this  writing,  the  (Census 
Hurc'au  c‘stimatc‘s  that  some  H>5  mil¬ 
lion  pc'ople  live  in  the  Uniti*d  States. 

1  hese  people  must  be  servc'd.  As  long 
ago  as  IbfO,  it  became!  c-vident  to 
hvnlers  in  industry  that,  despite  all 
the  machine's  in  use,  the  work  load  in 
olficc-s  across  the  country  would  s<M)n 
rc'ac-h  the  point  where  eveti  more'  «-f- 
ficient  machine  c'cpiipment  would  be 
ne«‘dc*d.  Our  society  had  become  so 
c-omph'x,  our  nc'eds  so  great,  that 
iM-w  and  bc'tteT  means  of  handling  tin- 
rising  flood  of  office  work  would 
have  to  be  found. 

Automation  to  the  Rescue 

'file  result  was  the  de  velopment  of 
ele-ctronic  data-proce-ssing  syste*ms 
such  as  the*  Univac.  Why  have-  tliese* 
systems  prove-el  so  succe*ssful,  and 
why  have  the*y  be'e*ri  |)ut  to  use*  by  the* 
inanage-nie-nt  of  so  many  bnsine-sse-s? 
Be-caiise  the-y  can  find  out  within  min¬ 
ute's,  e)r  days,  esse-ntial  informatiem 
on  sale's,  inve-ntory,  and  marke't  tre'uds 
that  coulel  normally  be'  learned  only 
afte'r  we'eks  or  months.  In  many  case's, 
if  is  providing  ope-rating  data  that 
manage'rnent  ne'ver  eve'ii  hr)ped  fr)  get 
be  fore',  be'cause  it  would  have'  take-n 
tf)o  mueh  time'  and  expense'. 

(.’onsideT  the*  elre'.ss  rnanufae'ture'r 
C'ifeel  e-arlier  as  an  example'.  Tetelay 
he-’s  feuce'el  te)  etpe-rate  “blinel,”  see  tej 
spe-ak.  f)n  the'  basis  e)f  past  sale's, 
and  on  as  accurate!  an  analysis  eef 
weeme-n's  taste's  as  he-  can  make',  he' 
manufacture's  C'e'rfain  style's  eif  drc'sse-s. 
He  heipe's  C've'ry  stsle-  will  sell.  If 
seerne'  eef  the  sfyle-s  se  ll  i)e)e)rly,  the-re- 
isn’t  much  he-  e-an  elei  .-ibeeut  cutting 
elemii  his  pre)eluetie)n,  be'cause  his 
pre)eluctie>n  run  has  be'e-n  ceetiiple-te-el 
by  the  time  he  finels  that  the'  style's 
aren’t  se-llitig.  He-’s  stuck  with  a  he-avy 
inve'titeery  of  elre-sse-s,  and  lie’s  geit  tei 
ge't  riel  eif  them  at  a  leiss. 

Hnivac,  be'cause  of  its  ability  to 
handle'  st.itistics  at  ama/ing  spe-e-els, 
can  te'll  him,  witliin  a  fe-w  elays  afte'r 
he-’s  eiffe-re'd  them  te>  buye-rs,  heiw  we-ll 
bis  style's  are  selling.  He  has  time 
te)  change'  his  preHiuctie)n  sche-ehile's 
te)  make  nmre  f)f  the-  elre-sse-s  the-  pub¬ 
lic  wants  and  fe-wer  of  tlie)se  the-  pub¬ 
lic  isn’t  accepting.  He  C'uts  eleiwn  ein 


le)ssc's,  and  increases  prerfits.  The'  elc'c- 
tre)nie  e-epiipment  enablc'S  him  to  make 
me)re  meme'y,  anel  that’s  the*  best  re-a- 
sein  any  busiiu'ssman  ce)uld  have  fe)r 
buying  e)frK‘e'  machine's. 

Syste'ins  like  Univac,  he)wever,  re- 
e|uire*  highly  .skillc'd  woike-rs  to  eijrc'r- 
atc!  the'in.  In  many  case's,  the  firms 
that  have  put  I’nivac  te)  iise  have 
trainc'd  the  engine'e-rs,  sujM'rviseirs, 
preigrammers,  anel  eithe-rs  ne-e-ele'e!  for 
this  we)rk  right  fre)m  the-ir  e-xisting 
cle-rical  staffs.  Far  from  e'liminating 
je)bs,  it  is  fully  e-xpe-e  te'e!  that  Univac 
will  cre'ate  e've'ii  me)re'  je)bs  l)ecaeise* 
it  he'lps  t'eimpanie's  pre)ducc'  anel  sell 
more*  than  ever  be'fe)re*. 

It  must  be'  re-me'inbe'ce  el  that  Univac 
is  an  e'le'ctreinic  “brain”  emly  in  the' 
loe)se'st  se'iise*  e)f  the  we)rel.  An  apt 
de-scriptie)!)  e)i  this  e*e|uipine*nt  e!alls 
it  “an  unusually  e-ffieie'iit  me)re)n.’’ 
Univac  can’t  de)  a  thing  withe)ut 
pe'eiple*  are)unel  to  te'll  if  what  te)  ele).  It 
c'an’t  preK'e'ss  any  statistics  unless 
pe-eiple'  first  generate-  the)se'  statisfic's, 
fhe*n  fe-e'd  fhe-rn  infe)  it.  It  is  at  its  be'st 
einly  when  banelling  jeibs  that  repe.at 
the-mse'lve-s  e)ve*r  anel  eive-r,  such  as 
aeleling  ce)untle‘ss  ceelumns  of  figures 
em  an  adding  machine.  It  c-an’t  ele-cide- 
what  te)  elo  with  fhe-se'  figure's  after 
it  aelels  the  m  up,  heiw  te)  apply  the-rn 
te)  all  the*  eitfic'r  aspe-ets  of  the*  busi- 
ne'ss-in  she)rt,  he)w  to  put  fhe'se  fig¬ 
ure's  te)  use.  Peoj)lr  must  ele)  the-  t're-a- 
tive-  thinking,  tlie  meire  im|)eirtant 
we)rk  that  ge)es  em  in  an  offiee'. 

The!  enel  re-sult,  eif  ce)urse*,  will  be* 
the-  cre-afiein  of  ne*w,  meire-  inte-re'sting 
I'ol  )S  that  e)nly  humans  can  hanelle*. 
rhe-  te'die)us,  boring  “eleig-weirk”  that 
e  le-rks  have  C'eiinplaine-el  abeiut  so  eifte'n 
is  l)e'ing  ^  take-n  f)ve'r  by  machines, 
le-aving  thf  clerks  fre-e-  tei  apply  the-m- 
se-lve-s  te)  the  me)re  inte-re-sting  jeibs. 
They  will  finel  iie-vv  oppeirfunitie-s  in 
the-ir  eivvii  eir  eitbe-r  ele-parf  me-nts, 
eippeirtunitie-s  tliat  will  pe-rmit  the-rn 
to  rneive*  up  tei  a  highe-r  le-ve-l  in  te-rrns 
eif  beith  peisifion  anel  ineeime-. 

An  Old  Story 

All  this  has,  eif  e-eiurse',  be-e-n  preive-el 
in  the'  past.  Actually,  the  re-  is  nothing 
ne-w  abeiut  this  talk  eif  machine's 
threiwing  pe-ople*  out  eif  work.  NV'hi-n 
the-  first  machine'  leieirn  w.is  inireielue  e'el 
in  Fiireipe*  many  ye-ars  ago,  the-  man 
whei  ele-ve-lope-el  it  was  lynehe'el  fie*- 
caiise*  the*  peipulaei'  be-lie'se-el  the'  loeim 
was  geiing  tei  ele'|)rive'  the-m  eif  the-ir 
live-liheKMl.  Not  much  eive-r  a  eentury 
agei,  weirke-rs  tfire-w  sfe,ne's  at  a  fae-teiry, 
lie-e  ause  the-y  fe-lt  it  Svas  seiine-thirig 
ne-w  that  wemlel  le-ave-  the-rn  witfieiut 


a  me*ans  of  making  a  living.  All  this 
has  f)e*e'n  proveel  false'.  Mae-hine's  anel 
facteirie-s  have  be-e-n  infreMluce'el  anel 
built  at  an  astouneling  rate-  eluring  the* 
past  hunelre'el  ye'ars,  creating  rneire 
jeibs  in  e've'ry  case.  He  re  in  America, 
e)ur  te'chneileigieal  ele'Vt'leipme-nf  has 
se-e-n  the*  graelual  e-levatiein  eif  worke-rs 
in  just  abeiut  e've'ry  are-a,  freirn  un- 
skille-el,  te)  se-ini-skille‘d,  tei  skille-el,  anel 
te)  liighly-skille-el  eate-geirie-s.  As  the* 
rnae-liine-s  have-  be-ceime'  rneire*  e-eimple'x, 
a  highe-r  type  eif  e-mjiloye'e'  has  be'e-n 
ne-e'ele'el  tei  eipe-rate*  the-in  anel  ke-e-p 
the’in  running.  With  their  tiaelitieinal 
ele'siri'  for  impreive'ine-nf ,  Ame-iie-an 
weirke-rs  have'  stiielie  el  the-se-  ne'w  ma¬ 
chine’s,  le’arne’d  tei  hanelle’  the’in,  anel 
move-el  up  tei  rneire-  impeiitant,  be-tfe-r- 
paying  jeifis. 

I'he  intreielue-tiein  eif  elata-proee-ss- 
ing  e'e|uipme’nt  is  giving  furlhe-r  eiii- 
phasis  te)  this  e’emtiniiing  tre-nel.  As 
busine-ss  c-eintinue-s  tei  e'xpanel,  ineiri’ 
anel  meire-  siipe  rviseirs,  analy/e  is,  biiy- 
e-rs,  office  rnan.ige-is,  e-fe-.,  will  be' 
ne-e-ele-el.  Kve-n  as  the-  maebine-s  take* 
eive-r  one’  peirtiein  eif  the-  jeib  tei  be- 
eleine-,  they  will  cri-afe’  be-tte-r  eippeir- 
tuiiitie-s  in  othe-r  .rre-as. 

This  has  iM-e  n  the-  patte-rn  sinee-  the- 
intreieliie  tiein  eif  the*  first  mae  bine-,  anel 
thi-re*  is  eve-ry  inelie-ation  that  it  will 
continue’  in  the’  future. 

There's  No  Other  Way 

'rhe  pre-si’iit  greiup  eif  e-mplove’e’s 
anel  peite-ntial  I'lnploye-e-s  e-eiiisists  eif 
the*  sei-e-alle'el  "ele  pie-ssiein  babie's”  lioin 
eluring  the-  lOIO's.  Our  birth  rate-  was 
ve-ry  low  eluring  those’  ye-ars;  we-  will 
be-  aeleling  tei  the-  l.ilieir  |)oeil  emly  in 
relative  ly  small  arnenints  feir  at  le  ast 
aneitlie-r  ele-caele-  tei  e-eiine-.  Withemt  iie-w 
anel  be-tte-r  automatic-  macliine-rv  tei 
take-  up  the-  slack,  the-ie-  simply  woiilel 
be-  nei  way  eif  h.inelliiig  the-  memntains 
of  paper  weirk  that  busine-ss  anel  iii- 
elustry  must  jireK-e-ss  to  ke-e-ji  up  with 
our  e-ountry’*;  greiwth. 

Arne-rie-a  was  e-re-ate-el  by  pe-o|)le! 
with  feire-sight.  It  was  built  anel  e-ar- 
rie-el  forw.'irel  cemtinuoiisly  by  pe-eiple- 
who  we-re-  not  afraiel  eif  "something 
ne-w,"  who  ele-ve  leipcel  ne-w’  teiols  so 
that  the-y  ceiiilel  gei  on  lei  bigge  r  .'tnel 
be-tle-r  tilings.  l-Je-e  tronie  elata  preice-ss- 
ing,  as  we-ll  as  all  the-  aiitomatie-  ma- 
e-hine-ry  be-ing  introelue  e-d  in  either 
lie-lels,  is  rne-re-ly  the-  lale-st  ste-p  for- 
warel  in  Ame-rica’s  mare  fi  tei  ,-in  e-ven 
gre-ate-r  stanelarel  eif  living  As  succe-ss 
fill  as  we*  liave-  be-e-n  in  the-  past,  the* 
future-  Iiolels  a  p'lte-ntjal  for  growth 
:ine|  e-cemornic  we  ll  b«’ing  that  elwarfs 
e-ve-rything  achie’ve-el  in  the-  past. 

I.") 
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CiF^KAT  I)F3AI.  has  F>een  written 
aFxnit  puttinf^  classronm  theory 
into  prac'tiee  throiif^h  a  work-exper¬ 
ience  program— a  plan  whereby  stu¬ 
dents,  on  a  daily,  weekly,  or  bi-weekly 
whediile,  spcnid  half  their  time  in 
»ehfK>l  and  the  other  half  on  selling 
or  offi(‘e  jobs.  In  faet,  so  mtirh  has 
lK*en  written  that  anyone  who  is  not 
an  aetive  supporter  is  likely  to  fc^el 
that  he  is  a  professional  misfit,  or  is 
fast  irnliedded  in  the  proverbial  "nit.'’ 

At  the  risk  of  lieing  so  considered, 

I  think  rpiite  frankly  that  justification 
of  the  work  (‘xpc'rience  program  up 
to  and  including  the  twelfth  grade 
is  (pieslionable,  and  I  think  I  can  de¬ 
fend  that  stafeinenl. 

•  Hie  work-ex|M*rien{'e  program  is 
an  offsh(K)t  of  the  apprentice  systetn, 
which  implied  that  the  apprentice 
would  1m‘  continued  in  employment 
at  the  place  of  a(>prenticeship.  Be¬ 
cause  only  a  few  businesses  that  take 
part  in  a  work-cxp<*rience  program 
can  absorb  its  trainees  annually,  it  is 
necessary  for  train<*es  not  hired  on 
a  permanent  basis  to  go  through  a 
second  induction  pc*rifMl,  which  is 
sometimes  more  difficult  than  the  first 
liecause  of  mind  sets  gained  through 
"exjXTience." 

•  It  clrK's  not  seem  unreasonable 
that  any  employer  (who  may  well  be 
the  father  of  a  teen-ager  himself) 
should  exiM-ct  a  period  of  adjustment 
with  a  iH*w  crniiloyee,  regardless  of 
background,  experience,  or  age.  He 
should  ('C'rlainly  expect  it  with  a  be¬ 
ginning  einplov'ce.  Since  tlu*  employer 
is  the*  one  to  reap  the  lM>nefits  of 
the  investment,  it  seems  logical  that 
he  should  I>c*  expected  to  liear  the 
burden  of  the  cost. 

•  It  sc-c-ms  rather  pointless  to  hand 
the  biisiness-ediK'ation  program  re- 
s|M)nsibiIity  for  tailor-making  students 
for  certain  jobs  any  more  than  to  make 
the  guidance  department  responsible 
for  fitting  c'ollege-prepaiatory  students 
for  specific  coll<-ges.  Business  trainees, 
by  the  very  nature  of  tin*  training  ft- 
s«‘lf,  are  in  a  much  Ix'tter  position  to 
mak«*  an  adjustment  to  their  places 
of  work.  Tliey  do  not  go  into  a  job 
"cohr-they  have  certain  basic  skills 
ami  knowledges  to  licgin  with. 

•  There  is  no  "breaking-in”  perio<l 
provided  in  the  high  sehmil  for  the 
nou-business-trainetl  students  (col- 
legc-pieparatory  and  general).  C'ol- 
leges  and  em|)loyers  oi  thf'se  two 
groups  must  provide  for  an  induction 
(MTiixl.  Is  there  a  justifiable  reason 
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why  a  few  office  employers  .should 
reap  special  Ixaicfits  of  tailor-made 
employees  at  the  exp<*nse  of  scIkmiI 
time  and  pupil  education? 

•  A  large  niimtx'r  of  high  scIkkiI 
graduates  with  no  formal  business 
training  whatsoever  an*  absorlwrl  into 
the  business  world’s  selling  and  gen¬ 
eral  cl«*rical  field  annually.  There  ap¬ 
pears  to  1)6  no  marked  tlifferenee 
between  the  progress  of  these  people 
and  that  of  those  who  had  a  scIkm)! 
work-r*xperience  program.  VVe  have 
no  study  showing  objectively  the 
value  of  work  experienec  in  the  train¬ 
ing  of  office  and  selling  em|)loyees; 
we  have  only  fragmentary,  empirical 
evidence. 

•  The  range  in  standards  of  work, 
dress,  and  conduct  within  business 
offices  is  so  great  th.il  to  try  t()  re<-ou- 
cih*  them  with  what  the  school  as  a 
community  leader  should  advocate 
only  leads  to  confusion,  misunder¬ 
standing,  and  a  distorted  sense  of 
values. 

•  It  is  a  sorry  commentary  on  our 
seh(H)ls  to  admit  that  we  cannot  find 
vahu's  for  our  students  each  school 
day-  that  wc  have  to  send  them  out 
into  the  business  offices  and  stores  to 
give  them  educational  valu(‘S  that 
outwi'igh  formal  education  through 
the  tw«*lfth  grade. 

•  Un<l<*r  a  work -experience  pro¬ 
gram,  the  induction  p<*riod  in  business 
is  pushed  back  oil  scluxil  time,  there¬ 
by  reducing  the  time  that  could  be 
luofitably  iisml  in  building  skills  and 
knowledg<*s  in  the  Five  R’s-the  tra¬ 
ditional  three,  plus  Hesponsibililies 
and  Bights.  The  lack  of  these  skills 
and  knowletlges  is  frequently  criti¬ 
cized  by  tcxlay's  businessmen  ami 
rnilleges.  If  this  criticism  is  valid,  we 
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cannot  justify  relinquishing  time  when 
students  are  at  the  Ix-st  age  to  learn 
something  for  a  real  purpose. 

•  Time  is  lost  from  general  edu¬ 
cation,  and  this  is  not  to  be  taken 
lightly  today.  There  is  talk  in  some 
quarters  of  upgrading  .skill-training  to 
provide  more  time  to  meet  the  m*ed 
of  general  education.  A  person  with 
normal  intelligence  can  be  trained 
to  take  his  work  placid  in  a  business 
organization,  but  the  social  intelli¬ 
gence  of  this  same  person  is  not  .so 
readily  devi'loped.  Skills,  knowledges, 
and  manipulative  dexterity  are  not 
sufficient  for  an  individual  to  advance 
in  business.  It  is  the  well-rounded  per¬ 
son  who  his  the  greatest  chance  for 
advancement. 

•  Undesirable  attitudes  and  pei- 
sonality  traits-not  lack  of  skills-are 
by  far  the  most  frequent  reasons  given 
for  p<“ople  losing  th(*ir  jobs.  With 
time  and  proper  teaching  aids  pro¬ 
vided,  necessary  attitudes  and  char¬ 
acter  traits  can  be  developed  in  school. 

•  To  many  pupils,  the  weekly  pay 
cheek  takes  on  much  more  significance 
than  any  academic  knowledge  vve 
can  offer  in  scIkkiI.  Its  tangibility  is 
far  more  evident  than  the  rewartls 
that  may  lx;  reaped  from  studying 
Knglish,  history,  or  science.  It  is  gross¬ 
ly  unfair  to  the  teachers  of  general- 
<‘ducation  courses  to  set  up  obstacles 
that  prev<*nt  their  full  contribution 
to  developing  a  well-rounded  p<*rson. 

•  Students  under  a  w’ork-expcrieix  e 
program  are  offered  a  small  finam  ial 
r»*muneration  (ranging  from  75  cents 
to  SI  an  hour)  in  exchange  for  a  n*al- 
ly  imixirtant  part  of  their  six  ial  life 
in  high  school.  For  the  most  part,  they 
are  deprive*d  of  many  of  the  s«*nior- 
year  activities  that  are  the  “round- 
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You  may  find  that  you  lose  more  than  you  gain 


inn-out”  of  tlii'ir  tvvolve  years  of  liv- 
ion,  playing,  and  learning  together 
with  their  fellow  students,  us  a  group. 

•  Teaehers  are  too  frequently  put 
on  the  d«densive.  Pupils  on  a  work- 
experienee  program  often  develop  an 
attitude  of  indifference  toward  what 
is  h«-ing  offered  in  the  classroom  be¬ 
cause  they  already  have  security  in  a 
job,  or  they  adopt  an  attitude  of 
“knowing  it  all”  because  “That  isn’t 
the  way  we  do  it  where  1  work.”  A 
certain  amount  of  doing  in  the  class- 
looni  what  is  done  in  specific  local 
offices  is  rpiite  all  right,  but  when  it 
comes  to  the  devcloimient  of  the  many 
intangibles  of  a  good  employee,  in¬ 
cluding  the  following  of  instiuctions, 
it  makes  little  differenee  whether  what 
is  being  done  is  according  to  the  prac¬ 
tices  of  any  one  specific  local  oflice. 
liesirics,  in  .some  offices  the  practices 
an;  not  always  the  best,  or  th(;y  have 
been  adopted  only  to  meet  existing 
conditions. 

•  There  is  some  feeling  today  that 
tiu-  voting  age  should  Im;  lowered  to 
IS.  If  an  IS-year-old  is  capabh;  of  ad- 
adjusting  himself  to  the  greatest  re¬ 
sponsibility  of  citzenshii) — intelligent 
voting— then  he  certainly  is  capabh-  of 
adjusting  himself  to  his  place  of  work. 
On  thr;  other  hand,  it  seems  to  many 
that  if  18-y<-ar-olds  do  get  the  vote, 
still  more  school  time  should  lx-  given 
over  to  informing  stiidr-nts  adeipiatr-ly 
of  tht-ir  responsibilities  and  rights  lor 
Iwtter  living  together  in  the  demo¬ 
cratic  way.  'I'lMlay’s  life-adjustment 
p«-rio<l  Ix-tween  IS  and  21  would  have 
to  1m-  “expr-rh-nced"  through  th<-ory 
under  the  pro|)os(‘d  constitutional 
chang**. 

•  In  a  community  where  a  ])ru- 
gram  of  work  ex[HrrM-nce  could  Ixi 


rarried  on,  there  are  certainly  enough 
after-school,  part-time  offie*;  and  s*-ll- 
ing  jobs  lor  those  students  who  lan 
afford  th(‘  time  and  energy  to  get,  on 
their  own,  the  same  kind  of  ex[M‘ri- 
ener-  they  would  have  under  a  school- 
supr-rvised  program.  On  tin-  other 
hand,  thosr;  who  can  ill-aflord  th«; 
tinu;  or  r-m-rgy  can  avoid  br-iiig  bur¬ 
dened  with  the  additional  responsi¬ 
bilities  of  work  ex|M-rienc(;  to  nuret 
graduation  re(|uir(‘ments. 

•  I'lequently,  tin:  type  of  work  ex- 
IM-rii-nce  oflered  the  trainees  is  not 
the  ty|M;  for  which  tlu-y  are  Ix-ing 
trained.  In  fact,  a  work-ex{M‘rienee 
program,  in  many  instanees,  |>rovide.s 
an  eniployr-r  with  a  part-time  em¬ 
ployee  to  “clean  up  (Kids  and  <;nds” 
of  the  day's  work-busy  work.  Also, 
the  student  is  too  young  to  assume 
fully  the  kind  of  work  res|)onsibilities 
(‘s-iential  to  g(;t  real  work  experience. 

•  ()bvi(jusly,  the  co-ordinator  can¬ 
not  exercise  real  siqK-rvisory  functions. 
He  can  only  pay  “calls”  on  employers, 
with  the  visits  resulting  all  tixr  often 
in  social  calls  or  .su|M‘rvised  tours, 
((tuestionable,  too.  Is  tlu;  vain*;  to 
trainees  of  an  employer’s  “passing  the 
buck”  to  a  teacher-co-ordinator  to  dis¬ 
cuss  with  traiiM-es  their  individual 
weaknesses. 

•  HiisinessiiK-n  sometim(;s  justify  a 
W(jrk-exiM;rience  program  on  tin;  basis 
that  they  can  teach  more  in  a  week 
than  the  .scIkmiI  d(M;s  in  a  yi-ar.  Kioin 
their  point  of  view,  they  are  right. 
They  have  the  {M-rson  for  a  long(;r 
|M;ri(Ml  of  time;  on  the  basis  of  a 
'l.vminutt;  jmtmxI,  170  class  p«-ri(xls  a 
year  (if  lucky),  a  teacher  has  a  stu¬ 
dent  approximatfriy  125  chn'k  hours, 
alKJiit  10  eight-hour  working  days— 
just  a  little  over  three  weeks,  spread 


over  a  scIkk)!  year.  The  employer  is 
working  with  one  (x-rsoii  in  an  estab¬ 
lished  procedure;  the  teacher  works 
with  from  20  to  40  different  i^ople 
irr  one  45-minute  ix-riixl.  The  em¬ 
ployee  has  no  after- work  res|X)nsi- 
bilities  to  his  employers;  the  student 
has  after-seh<H)l  responsibilities  to  the 
scIkmiI  (homework,  sports,  dances, 
etc.). 

•  Some  businessmen  justify  a  work- 
e\|M‘rien(.t*  program  on  tiu;  basis  that 
it  “maturi-s”  the  student.  This  is 
possibly  true,  for  two  reasons.  'I’lie 
businessman  is  so  familiar  with  tin- 
routiiK-,  V(x-abulary,  and  s(K-ial  prac- 
tkes  of  his  busin«‘ss  that  the  slight- 
i-st  (h-viation  from  th<  in  would  ap|M‘ar 
as  imm.iturity  to  him;  and,  lor  .some 
strange  reason,  a  d(‘viation  by  a 
traiiKK*  mak(‘s  him  seem  more  imm.i- 
tnre  than  tIu*  same  d(;viation  by  a 
full-time  inex|M-rit-need  |M‘rson.  A 
.school  soiiM-times  diM-s  not  h(-lp  its 
students  mature,  but  concerns  itself 
with  making  the  .school  lif«‘  of  tin- 
students  a  “happy  sin  ial  experience ,” 
doing  everything  possible  to  pievent 
a  student’s  having  to  tasti*  failure  or 
disappointment.  This  philosophy  on 
a  secondary-si hool  level  fails  to  ree- 
ogni/(‘  that  lib*  is  no  “iM-d  of  roses,” 
and  is  justly  critiei/ed  for  not  prepar¬ 
ing  students  to  face  lib;  more  ma¬ 
turely. 

•  All  too  often,  students  who  aie 
undecuh-d  on  careers,  students  who 
are  di.sciplinary  pidblenis,  or  .students 
who  are  extremely  low  ai  ademieally 
are  encouraged  to  pursue  a  work cx- 
IM-rienei-  piogram  on  the  theory  that 
“rh(‘ri;’s  always  some  kind  of  se  lling 
or  oilier;  job  th.it  anyone  can  do”  (why 
work -experience,  then’:'),  or  “I’eihaps 
if  the  student  has  a  job,  he’ll  stay  in 
school  and  Im-  gr.idu.ited.”  To  advise 
on  the  theory  th.it  business  ediii  ation 
can  develop  vocational  eomiH-tem  y 
where  there  is  no  student  motivation, 
whi-re  there  are  nndi-sirable  |M‘rsonal- 
ity  characteristies  firmly  imiK-dded,  or 
where  the  basic  pr<M’esses  are  sadly 
lacking,  cannot  Ik;  justilied  by  any 
means  short  of  wishfnl  thinking. 
Something  is  wrong  with  a  s(  hool  enr- 
rieuhim  that  fails  to  enable  a  student 
to  adjust  himself  to  school  lile  during 
his  first  elevr-n  years,  then  sr-ts  u|>  a 
s|><‘eial  program  for  him  in  his  twelfth 
year  in  order  to  graduate*  him. 

•  Students  with  an  overdevelo|M;tl 
“dollars-and  cr-nts”  complex,  with  no 
r<*al  intent  to  follow  tin;  |)iogram 
(Cnntinw-'d  on  •?/  ) 


SEnE.MHEK,  1955 


17 


Improving  Instruction  in 

ADULT  EDUCATION 

through  State  Supervision 

HUNTINGSHERRILL,  Associate 
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The  adult  business  education 
program  in  New  York  State  has 
been  the  fastest-growing  phase 
of  business  education  during  the 
past  ten  years. 

Ill  Ifill  15,  <51  ciiiniiiiiiiilu-s  ]ia<l 
udiilt  l)Usiiii‘Ss-(‘(liH'atii)ii  classrs,  witli 
TSEWf  ixTsiins  ninillcd.  In  1954-55, 
over  450  (-oiiiiniiiiitics  had  innn*  than 
4 1, (MM)  adult  stiidriit.s.  'I’hi'Si*  fimir<*s 
du  not  iiicliidi*  N«'W  York  (aty,  Hiil- 
lalo,  and  IhM'hcstiT,  the  throe*  lar^^est 
(■ili<*.s  ill  till*  state*,  anel  thus  re*|)re*se*ut 
a  |>o|)ulat joiT  eil  Ie*ss  than  7  luillioii 
pe-o|)|i*.  Ill  aeliilt  husiue*ss  e*ehi<'atiou 
aleiiie*  thi*re*  we*re*  7(MM)  more*  |H*rseius 
e*urolle*d  in  1954-55  than  llie*re*  w'e*re* 
ill-  the*  whole*  slate*  aehilt  prei^'raiu  in 
1944-45. 

Aeiiilt  husiue*ss  e*ehie-at ieiii  is  not  ue*w. 
As  e*aily  as  1851,  eiiie*  of  the*  se*ve*u 
aeliilt  c-1asse*s  in  Hiilfalo  was  a  IxMik- 
ki*e*piun  e  lass.  He-lore*  19.50,  most  aehill 
husiue*ss  e-lasse*s  we*re*  iiiaele*  up  eif 
aeliills  sliielyiiiK  se*ee)udary-S(liool  hiisi- 
ui*s.s  suhje*e  ts  in  e*ve*uiun  hinh  st-heMils 
ill  the*  larne*r  titii*s  eif  the*  state*.  Siih- 
je*tls  usually  tauj^ht  we*r<*  tyi>e*writ- 
iii^j,  sheirthaiiel,  lMMikke*e*piuK,  husiue*ss 
arilhuie*tie*,  aiiel  husiue*ss  law.  Many 
stiide'iits  we*re*  working  leir  a  high 
se-hoeil  diploma  aiiel  look  the*  (■e)urse*s 
feir  He*ge*uts’  e  re*ilil.  'I'lie*  pe*rioels  we*rt* 
usually  from  40  mimiti*s  tei  one*  lieiiir 
ill  le*uglh,  thie*e*  eir  four  e*ve*uiugs  a 


W'e*e*k,  aiiel  a  .stuele*ut  might  he*  taking 
twei  or  thrt*e*  suhje*ets  in  an  e*ve*ning. 
rhe?  e*ve*ning  sehool  t  lasse*s  elille*re*el 
little*  from  the*  elay  t-lasse*s,  lK*c'ause* 
se*c'e>nelary-sc-hoe)l  husine*ss  te*ac'he*rs 
taught  the*  same*  .siihje*e-ts  in  the*  same* 
rooms  and  hy  the*  same*  nie*the)ds  use*el 
eliiring  the*  elay.  Classe*s  we*re  ieirmal, 
using  traelitieinal  te*ai-hing  me*theKls. 
Me)me*weirk  was  usually  assigue*d.  K.x- 
amiiiatiems  we*re*  give*u  anel  graele*s  ru- 
e*e)rele*el.  'I'he*  only  e*sse*ntial  eliHi*rouce*s 
Ireim  se*te)uelary-.se  heM)l  c*lasse*s  wore  the* 
si/e*  anel  age*  eil  stuele*nts. 

'I'eielay  the*  pietiire;  is  muoh  eliflor- 
e*nt,  feir  se*ve*ral  re*asejns; 

•  Nei  longe-r  is  it  ne*oe*ssary  tei  lx* 
a  me*tulM*r  eii  a  ieirmal  olass  in  eireie*r 
tei  ohtain  a  high  soheieil  diploma.  An 
Kepiivale*ne-y  Dipleiuia  is  grante*ei  tei 
.\'e*w'  Veirk  .Stale*  adults  whei  pass  a 
.slate*  e*xauiinatie)n  hase*el  eiii  what  an 
aeliilt  weiiild  norm.illy  le*aru  while*  liv¬ 
ing  anel  working  in  the*  state*.  Nei  lor- 
mal  proparalion  for  the*  e*xaminatie)u 
is  re*e]uiie*el  eir  siigge*ste*d,  lM*eause*  it 
is  re*oe)gui/.e*d  th.it  most  aeliilts  le*aru, 
afte*r  le*aviug  anel  lM*foie*  oeiinple-ting 
e*li‘ine*utary  anel  se-oeinelary  .sohoeils, 
muoh  that  is  taught  at  the*so  twei  le*vols 
of  e*ehie-aliou.  .As  a  rosiill  eif  this 
e-haiige*,  the*  e*ve*uiug  high  .sohexils  are* 
not  iue're*asiug  as  rapielly  as  the*  teit.il 
aeliilt  e*ehioaliou  program,  lii  fae-t,  in 
19.54-.5.5  the*re*  we*ro  only  Iwii  re*giste*re*el 


'  HOW:; 

STATE 
SUPERVISION 
.  WORKS 


rm.S  IS  rilK.  KOUH  rn  in  a  >x*rie*h  Ilf  M*\e*ii  arlii  le*!*  eni 
the*  Ne*w  York  .Slate*  Hiire*aii  eif  itiiHiiii*KS  anel  Dislriliii- 
tive*  K.eliiiatiein.  Karlie*r  arlii  leN  we-re*  liy  Clintein  l{e***el, 
('.hiof  Ilf  the*  Itiirraii  (an  eivorall  vie*w).  Ihihart  II.  (Inn- 
eive*r  ( siiporvisiein  iif  sheirtiianel),  anel  I.iniis  H.  f{ei**«*ttie* 
( Mi|x*rviMiin  of  lMMikke*e*ping  ( .  'Hie*  ne*xt  llire*o  isMie*H 
\sill  e'ontain  artii  le*H  on  the*  Mipe*r\isiiin  of  Di^triliiitive* 
Kehii'ation,  oilii'f*  prai'tie'i*,  anil  private*  m-IiimiIs. 


e‘ve‘uing  high  schools  in  the*  state*,  eiut- 
siele*  eif  N'e*w  York  City. 

•  'I'he;  eihje*otive*s  eif  adult  e*eluta- . 
tieiii,  as  state*el  in  the*  “Hoge*uts’  lueiuiry” 
of  19.58,  are*  (a)  tei  provide  veicatieiual 
training  lor  initial  e*mpleiyme*ut,  (h) 
to  iipgraele*  pre*se*ut  worke*rs,  and  (o) 
to  fill  ill  gaps  ill  eiue*’s  e*ehic*atieiu.  Aeliilt 
liiisiue*s.s  i*ehie*atieiu  preiviele*s  eippor- 
tiiuitie*s  for  all  tlir<*e  eil  the*se  eilije*c*tivos, 
lint  it  is  the*  thirel  that  is  (*ausiug  the* 
gre*atost  ohaiigo. 

•  'I'he*  ge*ue*ral  ae*oe*ptaut*o  tiielay  eil 
the*  fact  that  le*arning  is  oontiuiious 
throiigheiiit  lile*. 

•  'I'he*  roali/atioii  that  piililio  e*elii- 
e*atiou  must  not  he*  eiuly  for  the*  yeiiiiig. 

Among  the  factors  that  have 
given  a  "new  look"  to  adult 
business  education  are  many 
ideas  that  once  would  have  been 
thought  radical. 

•  No  leiuge*r  are*  olasse*s  holel  eiuly 
ill  the*  e*ve*uiug;  Ixith  e*arly-  and  late*- 
aftoriiiMiu  olasse*s  are*  lie*i*omiug  more* 
t*eimmeiu,  iii  re*ooguitieiu  ol  the*  fact 
that  e-lasse*s  shoiilil  he*  he*lel  at  time*s 
e*ouve*uie*ut  feir  adults,  not  feir  e*duea- 
tors.  Marrie  el  weime*u  eiite*u  find  it  more* 
oeiuve*uie*ut  to  me*e*t  leir  e*lasse*s  while* 
the*ir  e'hileire*u  are*  iii  .sohoeil,  some* 
weirke*rs  pre*le*r  to  me*e*t  Ix-fore;  going 
homo  for  the*  e*ve*ning. 

•  (dasse*s  are*  no  longe*r  maele*  up 
ol  yelling  aeliilts.  ,A  pe*rsou  ue*aring  (i.5 
may  he*  more*  inte*re*ste*el  in  atte*ndiug 
a  class  in  Social  Se*e*iirity  than  a 
yoiinge*r  pe  rson.  .A  pe*rsou  in  his  fortie*s 
m.iy  Im*  iute*re*ste*el  in  learning  alxiiit 
hie*  iiisiiraiice*,  anel  aeliilts  of  all  age*s 
want  to  know  alxiiit  inve*stme*nts. 
l.;ite*ly  m.inv  eililt*r  weimou  have- 
le*arne*ii  to  lM*e*ome*  typists  afte*r  the*ir 
chililrt*u  have*  grown  up. 
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•  Many  nirii  as  Ufll  as  woinrti  at¬ 

tend  adult  Ixtsiiiess  classes.  (In  one 
eoinninnity,  tlie  F.veryone  Should 

Isnou”  class  started  with  If)  men  .ind 
one  woman.  She  withdrew  ,md  lelt  it 
all  lor  the  men.  Ihe  next  )e.ir  a  law 
class  lor  women  only  was  successlul. ) 

•  .Snhjects  taught  are  no  longer 
puiely  viH-ational.  ( !ourses  are  devi-l- 
o|)ed  to  meet  the  needs  ol  the  Kronp 
and  are  made  Ilexihh*  so  that  only  what 
the  ^ronp  is  inteiested  in  is  taught. 
The  same  suhj«*ct  miyht  he  ollered  on 
lour  dillerent  bases  in  loiii  dilliTent 
(ommnnities.  In  one  community,  insur¬ 
ance  miKlit  l><‘  taught  to  hc^inniii)' 
employees  ol  insurance  companies;  in 
anolhi  r,  the  students  mi^hl  he  a  Kroiip 
of  agents  or  hrokers;  in  a  third,  it 
mi^ht  he  taught  to  top  m.magement, 
and  a  loiirth  program  might  em|)hasi/.e 
the  ('onsumer  view jioint. 

Although  secondary  -  school 
business  teachers  still  account 
for  nearly  half  the  instructors 
in  adult  business  classes,  more 
and  more  are  business  people. 

rhose  who  actually  earn  their  liv¬ 
ing  hy  practicing  wh.it  they  ar<*  teac  h¬ 
ing  are  likely  to  do  an  excellent  joh 
ol  te.uhing  in  the  fields  eonnected 
with  th«‘ir  work,  heeause  they  are 
latter  prepared  in  speeilie  suhjeet 
m.itter  than  are  secondary-school 
teachc-rs.  I  have*  ohserxed  ty  pists  and 
secret. iiies  with  no  teacher  ti.iinmg 
do  a  line  joh  ol  teaching  .ty  pew  ritiiig 
and  shorth.md  in  adult  progi.uns.  'I  he 
si  c ond.uy-sc  hool  husiness  teac  hi'i  is 
likelv  to  look  on  the  te.uhing  ol  an 
.iilult  group  .IS  a  repetition  ol  .1  high 
school  cl.tss  in  the  s.une  suh)eit. 

In  geneial,  the  tendency  is  tow.ird 
a  longer  period  (two  hours)  lor  a 
cl.iss  that  meets  once  a  wee  k.  In  the 
case  of  voc.ition.d  skill  siihjeets,  such 


.IS  typing  and  shorth.ind,  two  sc'ssions 
.1  wec*k  are  recommended.  As  a  rule, 

,1  person  .iltc'iids  only  one*  class  a  cl.iy. 
Ill  all  cases,  it  is  essential  th.it  the* 
ti*achi*r  tc*ach  wh.it  is  wanted— useful, 
pr.ictical,  anel  inte‘ii‘sting  inloimatioii. 
rhc*ory  is  not  we  ll  ri*cc*i\c*d,  adults  are 
inipatii*nt  le.irni*rs.  ('oursc*s  cannot  he* 
prc*ciete*rminc*d,  hut  must  Im*  variahli* 
to  meet  the  nec'cls  ol  the*  group. 

Methods  of  instiuction  should  he 
\’arii‘cl.  I'Sii.illy  an  inlorm.i!  atmos- 
phi'rc^  is  hi'st.  I'.inels,  discussion 
grou|)S,  short  lc*cturi*s,  use*  ol  visu.il 
aids  and  clc*monstr.ition  are*  l■llc*ctivc‘ 
with  adults.  No  adult  shoiilel  he*  em- 
harras.sed  hy  heing  aske-d  a  e|ui‘stiou 
he  caniieit  answe-r.  Adults  caiineit  al- 
leiiel  tei  leisc*  face*  hy  c'oni|ie  tiug  with 
I’.ic  h  either  in  examin.itions. 

rhe*  surroundings  shoiilel  he  ple*as- 
ant  and  comleirtahle*.  .Smoking  should 
Im^  perniittc‘cl,  il  peissihle*,  and  a  rest 
perioel  sheiuld  he*  give  n  alte‘i  eine*  lieiiir. 
,\  social  atmeisphe-ie*  th.it  inc  luile*s  a 
colli'c*  break  is  good,  ( ^l.issroom  fur¬ 
niture*  cii*signc*d  lor  aeloli*sce  nts  is  not 
siiit.ihlc*  lor  adults,  hiving  rooms  and 
oHices,  iathe*r  than  se  hools,  may  he*  the* 
he'st  pl.ice*s  leir  seime*  c  l.isse*s. 

In  New  York  State,  public 
adult  education  is  the  concern 
of  many  bureaus  in  the  State 
Education  Department. 

The*  ihireau  ol  .\elult  Fdiic.itieni  is 
ch.iige-d  with  the*  aelministr.ition  ol 
the  whole*  adult  pi<  gi.im  and  is  re- 
sponsihle  lor  the  supeivision  ol  eer- 
t.iin  .irc'as  ol  the*  |iiogi.ini,  such  as 
“/\nieiic*ani/..ition,”  “( !ivic  .Ml.iirs,” 
and  “( 'oniniiinity  .Anih.iss.idois,”  l  liis 
hull  .III  is  also  responsihle  loi  aiiditiiig 
the*  iniiii.il  repents  eil  the*  eliie  i  tens  ol 
.leliilt  eihic.itieni  eil  wliiih  they  in. ike 
c  l.iim  lor  state*  reimhuisi  nient. 

'I'o  he*  eligihic*  for  st.ite*  aiel,  a  prei- 


gr.im  must  lx*  spcni.sore*cl  hy  a  liK'al 
Imi.iicI  eil  c‘chicaliou  that  h.is  appointc'cl 
.1  eiu.ilified  chrecten  leir  the*  program, 
'rhi*  IcKal  progr.im  must  he*  compre¬ 
hensive*  .inci  must  meet  the*  nec*cls  of  the* 
community,  hut  cc*rtain  coursi*s  ol  a 
purely  ri-creation.il  n.itiire  (hricige*, 
sex  i.il  d.iiic  ing,  golf,  etc.)  are  not 
state*-. liili'd.  rill*  tc*.uhc*is  must  he* 
pie>|)eilv  cc  itilic'.itc*cl  hy  the  St.itc*  Kdii- 
c.ition  I  )ep.irtment,  a  minimum  aver- 
.ige*  atteiidaiici*  ol  I'ight  must  he*  maiii- 
taine*el  in  all  hut  certain  classes,  .mil 
the*  .idvice  .iiid  co-e>pe*r.ition  ol  repie*- 
seiit.itive*  citi/ens  in  pi. inning  anil  pro¬ 
moting  the  piogr..ini  must  lx*  oht.iine*el. 

If  thi-se*  reipiiremeiits  aie  mi't,  the 
lex’.il  school  district  is  entitleil  to 
$2..’)()  in  state*  aiel  lin  e.ie  h  10  minute 
class  peiiod.  .'\ilult  class  peiioils  must 
he*  multiples  ol  It)  mmute*s,  and  no 
li.ietion  ol  a  pe*riod  is  re'imhiirsahle*. 

The*  Ollie  e*  ol  IVai  her  ( !e-itilieatioii 
liaiielli’s  the*  c  e*rtilieation  ol  li-ac  he-is 
of  .iihilts.  .\ny  te*ae  he*r  holding  .1  v.iliel 
si'conel.iry -sc  hool  lie  e*nsi*  is  ehgihle  to 
teach  in  the*  adult  iirogr.ini.  I..iy  pei- 
soiis,  if  they  teach  mori*  th.in  six  se‘s- 
sions  in  one*  si  hool  year,  must  oht.iin 
.1  spe-c  i.d  ailiilt  l■ducation  certilie  .iti*. 
The*  Huri'.iu  ol  Husine'ss  .inel  Distiihu- 
tivi*  Ivilueation  is  responsihle-  lor  the- 
supeivision  ol  .ill  .idiilt  husini-ss  e-ilu 
c  ation  c  l.isse-s.  Othe-r  hiire-aus  siipe-ivisi* 
.leliilt  c  l.isse-s  III  the  ir  suhje-et  .lie-, is. 

The  Bureau's  supervisor  of 
adult  business  education  is  re¬ 
sponsible  for  the  general  super¬ 
vision  and  development  of  the 
entire  state  adult  business  edu¬ 
cation  program. 

Ills  time*  IS  ahont  e-e|u.illy  elividi-d 
hitwi-e-n  olliee-  wink  in  .Mhany  anil 
he  ld  work  thioughout  the-  st.ite*.  \\'he-n 
III  the*  olliee-,  he*  |)l.ins  itini-iarie-s  ac- 
e  inihng  to  the-  I'ominunitii-s  he-  must 
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viiiit.  Wliere  he  visits  depeiKis  on 
whut  coinmiiiiities  iiavc  requested 
Huix.Tvis<iry  s«;rviee,  where  new  piu 
grains  sliuuid  l>e  started,  wtiere  exist- 
uig  programs  need  assistance  or 
change,  and  wliat  other  commitments 
have  lieen  made  in  that  vicinity.  Visits 
for  tlie  purixise  of  starting  new  pro¬ 
grams  are  usually  planned  for  com¬ 
munities  near  a  school  when;  a  request 
for  a  visit  has  Ireen  received  or  a  meet¬ 
ing  previously  arranged.  'I'he  si2«  of 
the  state  and  the  inaccessibility  of 
some  communities  make  this  planning 
imiMirlant  and  difficult. 

While  in  the  office,  the  supervisor 
must  answer  correspond(;nce  from 
l(K'al  directors  of  adult  education  as 
well  as  teachers.  'I'his  may  concern 
content  of  new  courses  or  advice  on 
how  to  teach  some  subject  or  topic. 
Siiggestcil  adult-course  outlines  are  de- 
vtrlo|M‘d  as  a  need  fur  a  certain  course 
iNx-omes  known.  Over  20  such  outlines 
have  Im-cii  developed  in  the  last  five 
years.  Special  bulletins  are  sometimes 
written  and  sent  to  all  directors  of 
adult  (‘ducatioii  to  acijuaint  them  with 
unusual  oiqxirtunities  in  the  adult- 
business-education  field.  An  example 
of  these  is  our  Bulletin  No.  100,  which 
advises  directors  in  small  schools  with¬ 
out  all  office-iiracticx;  course  that  busi¬ 
ness  machiiH'S  will  Im;  lent  to  schools 
by  some  manufacturers  lor  a  two 
weeks’  period.  An  iiistiuctur  will  also 
Im*  assigned  to  teach  the  operation  of 
thesr;  machines.  In  this  way,  a  sclimd 
may  give  a  10-scssion  course  in  a  two 
wer’ks’  (H'riod  by  having  classes  five 
days  or  evenings  each  week. 

The  supervisor  must  plan  on 
a  long-range  basis,  in  order  to 
budget  time,  services,  and  mon¬ 
ey  for  at  least  a  year  in  ad¬ 
vance. 

Ho  writt'S  a  field  re|)ort  for  each 
schiMil  visited,  nie<‘ting  attended,  or 
other  work  done  when  out  of  the  of- 
fitx!.  ('opies  of  thesr*  reiwrts,  with 
letters  of  transmittal,  are  sent  to  suix-r- 
intciideuts  and  principals  of  the 
schiMils  afl(‘cted.  He  must  collect  much 
data  lor  the  annual  reimrt.  He  de¬ 
velops  teaching  materials  and  aids, 
reviews  visual  aids  for  use  in  classes, 
and  approves  or  rejifts  them.  Each 
year  he  writes  srweral  professional 
articles  for  publication.  He  must  plan 
and  contact  siK;akers  for  programs 
such  as  the  adult -etlucat  ion  section 
meeting  of  the  annual  Eastern  Business 
I'eachers  Assix-iation  convention. 

Each  year  about  3U  two-day  adult 


workshops  are  held  at  various  loca¬ 
tions  in  the  state  for  diri-ctors  of  adult 
education.  'Ihe  suix-rvisor  must  plan 
how  lx;st  to  contact  and  instruct  tliese 
directors.  He  must  attend  Depait- 
ment  and  Bureau  conferences  to  re¬ 
ceive  and  give  information  necessary 
for  fellow  supervisors.  He  must  de¬ 
velop  forms  for  siiecial  surveys  c-on- 
ducted  in  certain  communities. 

l.)cveloping  promotion  and  publicity 
methods  and  materials  is  a  big  job  in 
itself,  us  modern  adult  business  educa¬ 
tion  is  so  new  and  different  from  what 
many  adults  exirect.  It  is  always  a 
problinn  fur  local  directors  to  inform 
their  “customers"  as  to  available  busi¬ 
ness  courses.  Our  list  of  audio-visual 
aids  is  constantly  being  revisrtd  and 
brought  up  to  date,  lii  an  earlier  ar¬ 
ticle,  loan  packets  were  iiK'iitioned. 
VVe  have  ten  of  tliese  in  adult  business 
education.  l..ast  y(;ar  we  had  over  200 
teacher  requersts  lor  them,  of  which, 
unfortunately,  we  could  fill  only  140. 

Approximately  half  the  time 
of  the  supervisor  of  adult  busi¬ 
ness  education  is  spent  in  field 
work. 

Here  again  the  work  is  varied,  lie 
contacts  directors  of  adult  education 
to  advise  tliem  of  new  rlevelopments  in 
the  program.  He  analyzes  existing 
local  programs  and  make  suggestions 
concerning  nt;w  courses.  As  a  result 
of  these  visits,  the  state  program  has 
been  expanded  and  enriched.  VV'hen 
IMissible,  the  supervisor  contacts  l(Kal 
teachers  of  tJie  adult  classes  to  discuss 
teaching  mc'thods  and  materials  suc¬ 
cessful  with  adults. 

'file  30  workshops  for  directors  of 
adult  education  held  tliroughout  the 
state  give  Uie  supervisor  a  chance  to 
iiicx-t  with  many  directors  at  one  time. 
Although  iK-rsoiial  probh'iiis  are  dis- 
ciisseil  with  individuals,  the  group 
meth(Ml  of  sup(‘rvisiun  is  csi>ecially 
cfb'ctive  iKX-'ause  severalii^.  directors 
often  have  tlie  sarin*  or  similar  prob¬ 
lems.  By  solving  them  at  one  time, 
tin;  supervisor  may  eliminate  several 
visits  to  individual  schools.  Occasion¬ 
ally  the  supervisor  is  requested  to 
meet  with  the  adult -education  advis¬ 
ory  c'ommittee  or  the  local  Ixrard  of 
education  to  suggest  business  c*ourses 
to  In*  ofleretl. 

One  regulation  for  an  adult  pro¬ 
gram  to  In*  eligible  for  state  aid  is  that 
the  hnal  director  must  provide  in- 
sersict*  training  for  teachers  of  adults. 

I'his  is  ofti'it  acx'oinplished  by  several 
sclnnrls  combining  tlieir  teacher-train¬ 


ing  sessions.  In  that  way,  several 
hundred  teachers  of  adults  meet  at  one 
kxation  and  hold  group  conferences 
according  to  subject-matt<*r  areas.  The 
state  su[M*rvisor  is  often  called  on  to 
act  as  a  crmsiiltant  for  the  business- 
education  group. 

Occasionally  llie  su[n;rvisor  visits 
classes,  noting  the  physical  facilities 
and  equipment,  as  well  us  the  type  and 
(piality  of  instruction.  This  often  re¬ 
sults  in  more  comfortable  adult  facil¬ 
ities  and  Ix'tter  eiiuipment,  which  is 
usually  available  for  use  by  the  sec¬ 
ondary-school  busiiK'Ss  stinlents  as 
well.  Instructors  are  taught  to  change 
tlu;ir  teaching  methods,  and  the  class¬ 
room  is  made  more  informal.  .Student 
participation  is  enc’tmraged,  and  busi¬ 
ness  jM'ople  are  brought  in  us  consult¬ 
ants.  Field  liips  and  visits  to  l<Kal 
businesses  are  fostered. 

In  (rrrler  to  disc-over  vshat  types  of 
courscis  are  needed  in  adult  business 
education  and  to  dc*velop  topics  and 
materials  for  them,  the  state  supc-r- 
visor  meets  with  many  businessmen 
and  business  groups.  Sevc-ral  busiimss 
organizations  have  been  extremely  co¬ 
operative.  The  New  York  State  liar 
Association  has  rc'commeiided  the 
course,  “I. aw  Everyone  Should  Know,” 
and  is  providing  a  lawyer  to  teach  it. 
'rhe  Nc;w  Ycnk  Stock  Exchange  has 
trained  employees  of  member  firms 
to  teach  InvesLine.uls  c*ourses.  Insur¬ 
ance  companies  arc;  willing  to  c*o-op- 
c-rate  in  furnishing  instructors  and 
materials  for  courses  iu  Life  Insurance, 
Froperty  Insurance*,  and  Liability  In¬ 
surance*.  .Manufactur(*rs  of  business 
machine*s  have  le*nt  batte*rie*s  of  ma¬ 
chine's  to  schools  for  intensive  ten- 
se*s.siem  course-s.  lii  many  cases,  the*se 
organizations  have  iuruishe*d  instruc¬ 
tional  materials. 

As  often  as  iKissibh*,  chief  .school 
officials  —  city  and  village  suix*rin- 
tendents,  district  su|)(*rinte*nele*nts,  and 
supe*rvising  principals— are  e*ontacle*d. 
It  is  bt*Iicve*el  that  the*se  erllicials  should 
know  tlie  .story  of  moele*rn  adult  busi- 
ni'ss  education  and  urge  their  elirc'c*- 
tors  to  meet  the  ltx;al  businc'ss  ne*e*els. 
Several  local,  state,  or  national  me*«*t- 
ings  arc*  addresse*d  each  ye*ar.  'Ihese 
may  lx*  IckuI  business  groups  (such  as 
me*re*haiits’  bure*au.s,  chamiM'is  of  e*om- 
meree*,  se*rvice  clubs),  graduate  classe  s 
in  colle*ge*s,  the  Stale  Bar  .-Kssexiation, 
or  the  Easte*rn  Busine*ss  Teachers 
Assex'iation. 

St'vcral  lexal  or  area  surve*ys  have 
l)<*i*n  c*ondue*te*d  by  the*  State  Educa- 
( Continued  on  jmne  Vi ) 
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Your  CLUB  can  be  a 
PLACEMENT  BUREAU 

STUDENT  Marilyn  Whitlock  discusses 
u  ith  husinr.s.snian  liussel  Tucker  qual- 

ificatiotus  of  siudeiit  he  may  hire.  BILL  G.  RAINEY,  Ccxipcr  High  !khool.  Cooper,  Icxjs 


DOKS  VOUU  high  school  liavc  a 
placcfiUMit  hiircau  tJiat  helps 
students  to  find  employment?  Don’t 
tell  iiM*.  Let  me  guess! 

Nin«*  ehaner-s  out  »)f  ten,  the  answer 
is  “no”— unless  yon  happen  to  h<* 
teaching  in  a  collegr*  or  university.  If 
yon  t(‘ach  in  a  high  sehool  with  a  good 
placem<*nt  and  follow-up  service  you 
are  indeed  fortunate,  for  only  one- 
half  rrf  one  per  c<‘nt  of  the  public 
schools  in  this  c*ountry  have  such  s<*rv- 
ice  organi/ations. 

Let’s  correct  this  apathy.  L«-t’s  put 
the  high  school  commercial  eluh  to 
work  sponsoring  a  plaeenn-nt  s«‘rvice 
for  both  students  and  graduates.  1  do 
not  mean  that  it  should  guarantee  to 
find  a  job  for  a  studr  nt,  hut  it  shoidd 
assist  him  in  seeking  one.  Such  an 
activity  will  render  service  to  ( I )  the 
students,  (2)  the  IfKal  businessmen, 
(^)  the  parr-nts,  and  (4)  the  business 
rlepartment.  Hen*  is  the  way  I  h«4ieve 
it  will  work. 

The  Four  Steps 

First,  W'c  business  teaeln‘rs  must 
sell  the  idea  to  our  administrators. 
This  shoidd  not  be  too  diffi<-ult.  It 
will  Iki  an  excellent  public-relations 
device  for  the  .scIkmiI,  and  nearly  all 
school  administrators  are  anxious  to 
promote  public  relations.  Administra¬ 
tors  will  also  like  the  fact  that  the  ex¬ 
pense  involvrul  need  not  lx*  excessive. 
If  the  liusiness  department  already 
has  a  duplicating  rnac'liine,  the  cost 
will  be  slight. 

After  convineing  the  administrators, 
w<*  shall  rerpiire  the  aid  of  the  super¬ 
intendent  to  tell  the  business  leailers 
of  the  community  what  we  want  to 
do.  This  can  be  accomplished  by 
speaking  Ix  fore  civic  and  social  or 
gani/ations.  Sell  businessmen  on  the 
idea  by  explaining  that  we  are  going 
to  help  them  choose  the  Iwst  jm-oiiIc 
for  the  jobs  that  they  have  open. 

SKITFMHFH,  lySo 


The  third  preliminary  step  is  to  with  the  teacher,  it  will  pick  out 

hold  a  giaieral  school  assembly  and  ex-  s«;veral  pupils  as  applu  aiits.  It  will 

plain  to  the  students  how  the  program  supply  each  of  thian  with  the  neees- 

will  work.  'I’hey  should  receive  the  sary  information  to  us«'  in  the  inter¬ 
idea  with  enthusiasm.  view  with  the  prospective  employer. 

I'inally,  we  must  sell  the  membi'rs  The  club  will  help  each  student  pre- 

of  th<‘  eoininercia!  club  itsrdf  the  itlea  pare  letters  of  application  and  d.ita 

of  sponsoring  such  a  sersiee.  It  should  sheets  wlx'ii  they  are  needed.  I’erson.d 

b<*  no  more  difficult  than  was  con-  recommendations  will  be  made  by  the 

vincing  the  superintendent,  the  school  teacher. 

hoard,  the  busiiu'ssmen,  and  the  A  l.irge  percentage  of  llu‘  typing 

students.  that  this  si'rvic'i*  involves  can  be  haii- 

(lertain  of  the  fund.unental  duties  died  by  advanced  typing  el.isses.  It 

of  the  pl.ieraneiil  bureau  must  be  per-  will  probably  be  mx  essary  to  have  one 

formed  by  the  club.  It  will  nei-il  to  or  two  members  of  the  club  on  duty 

ri'cord  on  a  registration  form  essential  for  an  hour  or  so  alti*r  sehool  on  ^•aeh 

information  about  each  piijiil.  The  week  day  and  for  half  a  day  on  Sat- 

type  of  form  to  be  useil  will  vary  a<--  urday.  'I'his  duty  eaii  be  rotated 

cording  to  local  situations,  (.'ertainly  among  the  club  members. 

W'C  want  to  recoril  som<*fhing  of  the  (.'oimnereial  club  members  who  eo- 

personal  history  of  the  individual,  his  operate  with  the  progriuu  will  learn 
educational  record,  physical  eharac-  for  themsi-lves  Iwith  em|)loyment  eon 

teristics,  part-time  jobs,  etc.  We  shall  ditions  and  desirable  em|)loye(>  t|uali 

need  to  have  a  folder  for  each  indivi-  fiealions.  .Students  who  apply  to  the 

dual  and  a  filing  ealiinet  for  tlx*  club.  bureau  will  rec-eive  praetical  assist - 

VV'henever  a  businessman  needs  a  anee.  Y'oiir  own  professional  pres- 

stiident  for  part-tiim-  work,  or  even  an  tige  will  greatly  benefit,  anil  you  will 

odd  job,  he  will  know'  that  he  has  only  take  jiride  in  introducing  your  stii- 

to  call  the  sehool  and  the  club  will  go  dents  to  the  business  world, 

right  to  w'ork  for  him.  The  chib  will  'fhi*  eoimm'reial  club  offers  this  op- 

check  through  the  files  to  find  out  portunity  to  you,  the  business  teacher, 

what  students  meet  the  (|ualifications  to  your  business  stiidiTits,  and  to  your 
for  the  particular  job.  In  eo-op«*ration  community,  'fry  it  and  see. 

AUTHOR  BILL  RAINEY  and  a  sliidrnt  typist.  Mnrdyu  \Votnl  ronviV/'T  the  apjdi- 
ration  of  siudent  fV'ggi/  (larucr  (forri'roinul),  ii  tin  is  veeAing  rmplnymrut. 


When 

lo 

(jorrecl 

TYPING 

ERRORS 

EARL  CLEVENGER 

Nottlu-d- ll■m  State  (.olle^;f•,  I  .ihUvjuati,  Ok  la 

TMK.  kind  III  atinitioii  ^ivni  to 
a  sliuiriit’s  criois  in  ty|M-writiiiK 
(IrpnicU  nil  how  lar  he  lias  pro^'icssi-d 
in  the  course.  In  iIk*  early  learning 
slant's,  when  the  piiinary  prohleni  is 
till’  mastery  of  k<*y-reaehes  (often 
called  keylfoard  h‘arnin^),  the  ap- 
IM'aranee  of  the  typed  pa^e  is  of  rel¬ 
atively  less  iin|>ortanet‘  than  the  eor- 
reetiM’ss  of  the  reaches  hy  which  the 
pa^^e  is  typed.  Teachers  all  too  often 
impost*  a  rt‘striction  on  tin*  maxininm 
nnmlM‘r  of  errors  allowed  on  a  pa^e 
snhniitted  for  ^radin^'.  I  his  makes  the 
learner  "error-conseions”  and  eneonr- 
a^es  him  to  withhold  from  his  teachi*! 
(hy  discarding  imich  of  his  faulty 


typing)  the  very  thinn  she  needs  mtist 
to  know -the  types  of  errors  he  is  mak- 

It  cannot  he  overstressetl  that,  in 
the  early  les.sons,  the  use  of  the  rij^ht 
teehniipie  is  of  much  j^reater  impor¬ 
tance  than  the  niimlHT  of  errors  made 
ill  efforts  to  master  this  techiitjiie. 
f)f  wliat  value  to  the  heniimer  is  the 
pane  typed  without  errors,  hot  ilone 
hy  a  "hiint  anti  ireck”  inethtMl  to 
avoid  mistakes?  ,\s  Harold  11.  Smith 
said  in  his  ‘"reachers  llandh<<ok  for 
'lypiiijt”  (second  etiition); 
‘‘.No  teacher  shoiiltl  fear  the  errors 
madi  hy  a  heKinnin^'  typist,  who  is 
earnestly  striving  tti  make  his  mind, 
eyes,  and  finders  perform  feats  of  skill 
they  have  not  attem|)te<l  hefore. 
h.rrors  are  to  he  expected  hecaiise, 
ohvionsly,  many  of  the  students’ 
lesponses  will  he  incorrect.” 

In  speaking  of  the  teacher’s  analy¬ 
sis  of  students’  errors,  Hlacksfoiie  and 
Smith  (in  ’‘Improvement  of  histriic 
lion  ill  'rypewrilinjt”)  say:  "The  mod¬ 
ern  teacher,  instead  of  nieiely  iiiKin^ 
the  sindeni  lo  he  more  accurate,  he- 
Hins  lo  analy/e  the  mistakes  the  stn- 
d«•nl  has  mafic.  I'erha|)s  he  discovers 
the  |)iipii  coiitiniially  strikill^  the 
lellei  r  for  the  letter  I  aiifl  that  most 
of  his  errors  are  on  this  particular 
reach.  ‘I'lie  teacher  calls  the  student’s 
attention  to  his  flifficiilty;  nives  him 
a  firill  that  will  eiiahle  hiiri  lo  learn 
to  differentiate  helween  the  two 
reaches  and  can  |)mhahly  effect  yreat 
improvement  in  the  student’s  ae- 
cnracy.” 

joliii  h.  Howe  and  .Man  (!.  iJoyd, 
in  their  “Teachers  Manual  for  (irejfy 
TypiiiH.  New  Seiies,”  say;  ‘‘Krrors 
are  symptoms  of  faulty  techniipii'S.” 

rhe  yreater  the  iiiimhi'r  of  the 
learner’s  errors  the  leaiher  s«‘es,  the 
inorf*  likely  it  will  Im*  that  the  teacher 
can  snunest  |)roi>er  corrective  irnn'c- 
diires  for  his  faulty  t<‘chni<{iies. 

It  is  important,  at  tin*  keyhoard- 
learn^n^  levels,  that  th<‘  stnilent  he 
made  conscious  of  tin*  value  of  exam- 
iiiiii^  his  (‘rrors  for  faulty  t(‘chni(|nes. 
His  approach  will  then  he  a  positivf* 
one  of  nsin^  (‘irors  as  a  basis  for 
ini|)rovement,  not  a  n(‘y'ative  one  of 
hiding;  them  in  the  w'astehasket.  The 
teacher  should  examine  work  of  each 
hcKinner  in  Ins  presence  (not  as  a 
intMiis  of  after-schiMiI  ^radin^)  and 
talk  with  him  ahont  his  faults  as  indi¬ 
cated  hy  his  errors  and  hy  her  fih- 
servations  of  his  work.  She  then  helps 
the  learner  plan  remedial  work  for  his 
personal  improvement. 


VV’ithin  a  short  jrerifKl,  the  learner 
should  pa.ss  through  the  keyhoard- 
learniii);  level  to  what  is  sometimes 
called  the  continnity-copy  level.  Hy 
this  time,  the  stiidf'nt  shfxdd  have 
Ih'Cii  ahlf*  to  eliminatf*  many  of  his 
errors  in  lechnifpie.  'rlien  the  basis  tor 
eonsideratiffti  also  chaiiKes.  It  mrw  he- 
cemes  important  to  help  him  under¬ 
stand  the  effect  of  «Trors  on  his  typ¬ 
ing,  so  a  plan  is  worked  out  for  ^r.id- 
inH  all  timed  w«)ik  in  fiross  uords  a 
iniuutf  and  errors  a  minute.  Kach 
learner  should  keep  line  ('raphs  of  his 
rate  both  in  uro.ss  words  and  in  errors 
:i  minute.  Hoth  may  Im-  kept  on  the 
s.ime  chart. 

Many  teachers  apply  a  penally  for 
errors  on  limed  work,  tin-  most  coni- 
monly  nsed  one  lu-inn  tin-  "ten  word  ” 
l)enalty,  which  was  th-siyiu-d  not  to 
t'ra<le  the  work  of  he^inners  hut  to 
(ompart-  the  w<»ik  of  ex|)erts.  There 
se«nis  to  Im-  no  sound  justification  for 
the  application  of  this  rnh-  in  grad- 
iuK  a  learner’s  work  under  conditions 
other  than  a  student’s  training'  foi  a 
contest.  It  puts  th<-  em|)hasis  in  the 
wronn  pi. ice.  'I'o  illustrate,  assunu-  a 
he^inner  and  a  more  advanced  stu- 
d<-iil  type  simultaneously  for  five  min¬ 
utes,  and  that  the  he^inner  types  l.‘)0 
j^ross  words  with  5  errors,  hut  tli.it 
the  more  advanced  student  types  300 
yioss  vsords  and  also  makes  five- 
errors.  I'uder  the  “ten  v\ord”  lule,  the 
beginner  is  |M-nali/.ed  'a  of  his  work, 
whih-  the  iiiori-  advanced  stuilent  is 
peii.di/ed  only  '«  of  his  work.  II  the-re 
is  lo  he  any  diflereuee  in  the  amount 
ol  error  |M-ualty,  the  he^imier  should 
he  ^laded  more  liberally  hei  .lusi-  he 
had  less  cliM'k  time  in  which  to  de 
velop  control. 

Stressing  Office  Standards 

As  till-  studi-nt  pronress(-s  with  his 
learning,  the-  time  comes  when  he 
should  he^in  lo  think  in  terms  of  offiee 
standards.  No  office  would  think  of 
deducting  fen  words  for  e-aeh  error 
tin-  office  typist  had  carefully  circled. 
I'ew  offices  demand  errorless  co|iy, 
most  ol  llii-m  permit  neat  «-r.isures.  So 
the  student  should  he  taught  how  to 
erase.  Thereafter  his  work  may  he 
Hraded  on  the  basis  of  ttsnitle  norils 
(I  tniuiiti'.  rhis  mean  that  if  a  student 
l.ikes  five  minutes  to  type  a  particular 
blink  ol  copy,  hut  finds  it  nrer-ssary 
to  usr-  anothr-r  rnimitr-  to  correct 
fer.ise)  his  errors,  he  will  he  yrarled 
on  a  basis  of  six  minutes  (five  to  ty|)e 
and  one  to  correct)  to  prepare  his 
copy  in  arriving  at  the-  tyirinu  rate. 
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A  in*w  slant  on 
the  electric  keyl)()iir(l 


Smith  Corona 
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CARRIAGI  RFTUKN  nt  YS.  LARGE  KEY  AT  RIGHT 

IS  optional  at  no  lktra  cost 


SMITH-CORONA  COCS  HECTRIC 


NOW  'mKHK  AKK  fur  tltctric 
typewriters.  To  your  list  ol 
IH.M,  Iteioiiintoii,  lt<»yal,  anti  tJiider- 
wood,  adtl  one  more  name:  Smith- 
Coromi. 

.Atter  years  ol  experimentation,  of 
analysis  of  competing  machines,  and 
of  product  develo|)ment,  the  same 
engineers  wlio  excited  tyirists  anti 
teachers  with  the  Smith-(Jorona  “HS” 
mamial  machine  (two  years  a^o) 
have  hronnht  out  a  no  less  impressive 
Smith-CJorona  Klectric. 

The  hinnest  itmovation  is  one  that 
yon  won’t  recoKiii/e  until  ytm  sit 
down  to  the  machine.  Hi^tht  away 
your  cyt's  will  he  attracted  hy: 

—the  oversized  carriane,  which 
takes  13'/^-inch-wide  paper  and  types 
tm  1  I '/2  inches  of  it. 

—the  sleekness  of  the 

rminded-corner  contours  and  of  the 
soft  urey  finish,  trimmed  with  chrome 
levers  and  ^o'cn  knohs  and  keys, 
—the  two  carriaj'e-return  keys,  one 
on  each  side  of  the  keyhoartl. 

-the  di.ils  ed^int;  up  .it  each  side 
of  the  keyho.ird  (off  on  switch  at 
rinht,  impression  control  .it  left). 

—  the  general  SS-ness  of  the  whole 
macfiine:  the  push-hutton  automatic 
margins,  the  ijuick  ('hani»e  platen,  the 
hroad  tahulator  har,  the  “pane  Kaye” 
hends,  the  “tot.d  tah  clear"  lever, 
even  the  full  ll-key  keyho.ird  ^ with 
1/!  and  '  \  keys  adiled  to  the  top 
row  of  finure  keys). 

Tlic  main  new  thing  is  the  "touch,” 


the  feel  of  the  ke\s.  I'hev  are  not 
•’dead,”  as  on  so  m.iny  electrics,  nor 
.ire  they  ‘‘touehy”  and  super-sensitive. 

l  o  at  hieve  th.il  ‘‘touch,’’  the  S-d 
engineers  solveil  an  intiic.ite  prohlem. 
rhey  w.inteil  to  ni.ike  it  e.isier  lor  a 
m.inual  operator  to  switch  to  an  el(‘e- 
tric,  for  the  biggest  s.des  hiirille  for 
eleetrics  is  not  the  jirice  hut  riither 
the  insecurity  that  the  mann.il  opt‘ra- 
tor  feels  when  he  first  tries  out  an 
elei  trie.  Yet,  the  engineers  tiiil  not 
wish  to  "slow'  ilown”  the  machini*, 
lest  oper.itors  he  nnahle  to  capitalize 
on  speeily  “feather  touch”  writing 
h.ihits.  Here’s  how  they  solvetl  the 
prohlem; 

•  rherc  is  a  "enshion”  uniler  the 
ki  y-hars,  so  that  they  "give,”  even 
if  you  thud  strokes  on  them. 

•  rhere  is  a  new  si. ml,  or  |)itch, 
to  the  key  caps.  'I  hey  aren’t  ll.it,  they 
run  ilownhill.  (Set'  illustration  above 
at  left.)  The  front  eilge  tif  eat  h  key 
ca|)  is  lower  than  the  h;iik,  so  that 
fingers  glitle  ii|)  ami  ilowii  without 
slep|)ing  up  an<l  tlowii. 

There  are  Other  Features  .  .  . 

.  .  .  that  will  interest  every  typing 
teat  her.  I'.xamples: 

the  name  plate,  whicli  lights  up 
softly  when  the  motor  is  turiiftl  on. 

the  motor  so  tpiiet  that  you  al 
most  urrd  a  lil-iip  name  pl.ite  to  let 
sou  know  the  machine  is  “on.” 

-the  c.irriage  return,  which  is  not 
silenced  hut  is  rpiieted.  Tliere  is  a 


ti  nsioii  cut  off  that  lets  the  e.iiii.ige 
roust  the  l.ist  hall  ineh  of  the  letnin, 
it  clicks  into  the  left  maigin  hloik 
instead  of  wh.inging  into  it. 

—  the  t.ililll.iting  keys  (set,  (  le.ir, 
and  t.ih)  completely  eleetiie.  You 
hear  .1  light,  leassiuing  sound,  “kerit- 
rlirk”  when  you  set  a  slop. 

-the  motor  that  turns  oil  when  the 
front  cover  is  raised. 

—  the  front  cover,  whieli  opens 
from  the  front,  giving  iiidi.im|)eied 
access  to  llie  rilihon  mechanism. 

To  Anticipate  the  Demand  .  .  . 

.  .  .  for  additional  ie|)e.il  keys.  Smith 
(airona  engineeis  li.ive  m.ide  all  key¬ 
ho.ird  (h.il.ieteis  av.iil.ihle  loi  ie|)eal 
typing  hy  a  simple  i  liange  of  one 
sill. ill  p.ilt  ol  the  key  level  assembly. 
This  part,  the  .Siih  lever  earn  I  ligger, 
can  he  changed  in  the  ty|iisl’s  office 
wilhont  interiiiplmg  her  woik  for 
more  lliaii  a  h.ilf  hour. 

The  .S-(’  engineers  h.ive  also  re- 
ceiitly  perfected  a  power  “roll  flee” 
(irinting  action.  This  new  action 
practically  eliminates  we.ir-indncing 
shiK  k  and  |)rodnees  .1  uniformly  con- 
st.int  ininting  density.  Smith  t  ,'orona 
considers  this  a  major  forward  stride 
in  the  field  of  electric  typew  liter 
development. 

In  brief,  the  Smith  fairona  electric 
is  a  machine  for  which  all  entlnisiasts 
of  elertric  typing  ran  hr-  gratr  fni.  It 
is  a  big  boost  for  the  i  li'rtrii  typing 
fir-ld.— A/rm  C.  T.hufd 
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INCOME  TAX 


|OFFICE  RECEPTION  ROOM 


BUSINESS  LAW  AND  FINANCE 


Modern  Planning 

IN  A  KANSAS  BUSINESS  SCHOOL 


TIMK  AI*  rKH  TIMF'.,  visiting  rducators  ]ia\»‘  pn)- 
noiincrd  the  lirowiiAlatkic  ScIkwI  of  Business,  iti 
Salina,  Kansas,  to  Ik*  oik*  of  the  lian(lsonu*st  ))usin(*ss 
scIkkiIs  in  the  country.  A.  B.  Mackie,  presi(h*nt  of  the 
scliool,  is  not  surpris(*cl.  “After  all,”  Ik*  says,  we  <*in- 
pIoyt*(l  iIk*  Ix'st  interior  {l(‘t'orator  in  the  stati*  to  inaki* 
up  our  c-olor  scheme.” 

All  (*ij'ht  classrfKiins  arc*  in  lii'ht  chartr<*usc*,  with  a 
linht  charcoal  finish  1k*1ow  the  (la(loc*s  and  doors.  The 
n*c(*ption  room  is  lij^ht  pink,  private  office's  arc*  linht 
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ciiartriMise,  with  green  carpets  ami  tangerine  ami  rlark- 
green  draperies.  All  elassr(K)in  furniture  is  hloml  maple, 
(chalkboards  are  green,  ami  yellow  chalk  is  useil. 
I'  loors  are  of  rubber  tile. 

brown-Maekie  is  completely  air-conditioned,  and  all 
the  lightir»g  is  lluoresct*nt.  d'ln'  partitions  betwi*en 
classHHuns  are  ol  glass;  anyone  <*ntering  the  sc1um)1  can 
se<‘  through  all  the  classn)oms. 

'1  he  (‘(|ui|)ment  is  as  modciii  as  the  school,  d’hose  are 
the  machim\s  available  for  student  use: 

•  70  manual  t\ pew  ritj-rs,  di\ided  among  Iloyal, 
I'mlervvfKKl,  and  Ihanington 


•  3  electric  tspewriters,  plus  an  lb.\l  h\eculi\i' 

•  (i  Monroe  ealeulatt)rs 

•  0  burnaighs  calculators 

•  0  ( anuptoim-ters 

•  i  1  )ictaphont‘s 

•  1  A.  H.  Dick  .Mimeographiiig  machine 

d  he:  bd-vc'ar-old  business  scIkm)!  w  .is  lounded  by 
T.  W.  Ho.ich.  For  a  tiim*  it  was  known  as  the  Kai 
Wesleyan  business  (College. 

I'Or  a  number  of  yc'ars  past,  brow  n-M.ic  kie  has 
rolled  .d-dO  studc'iits  a  yc'ar;  this  yc>ar,  1  10  of  tliem 
summer-sch(Mil  studemts  who  are  continuing  this 


SECRETARIAL  PRACTICE 


SMI'I’lf  fiircd  Jane  Fortune  Ix’caiise  she  UM)ke(l 
neat  and  liad  maintained  to  95  p<T  cent  in  her 
secretarial  courses.  Last  spring,  her  business  education 
teacher,  Frof<'ssor  Knowle,  recoinm<*nded  Jane  as  one 
f)t  the  most  promising  office  workers  lie  j^raduated. 
".Sh(*  always  turned  in  nearly  perh'ct  work,”  said  Mr. 
Knowle.  “And  you  never  saw  her  wasting  time  with  the 
others  Iwfore  or  after  class.  She  always  works  alone.  She 
always  does  exactly  what  she’s  told  to  do.  .'\nd,  you  know , 
she  passed  the  tiu'ory  test  in  office  proc<*dure  with  a 
grade  of  9S  jmt  cent!” 

Six  months  aft<*r  Jane  FortiiiM'  ha<l  taken  the  job,  slu* 
calh-d  Frof<‘s.sor  Knowle  for  an  appointment,  Iwcaust*  she 
“just  had  to  talk  to  someone!”  Jane  confess<‘d:  “I  luitr 
that  terrible  job!  If  only  I  had  known  secr<-tarial  work 
was  like  this— I  nev<*r  would  hav<‘  taken  the  liusiness 
course.  I  just  can’t  take  dictation  from  Mr.  Smith.  .At 
times  he  goes  so  last  I  can’t  ke«‘p  up  with  him,  tlu'ii  he 
goes  t(M)  slowly.  He  do<‘sn’t  dictate  like  you  used  to, 
i’rofessor  Knowle.  I  could  even  get  your  dictation  at 
1.50  words  a  minuti*,  hut  I  just  can’t  take  .Mr.  Smith’s 
uneven  dic  tation.” 

Somewhat  siirprisc-d,  Professor  Knowle*  ask<*d,  “Is  it 
(hat  you  can’t  take*  the  shorthand  last  enough,  or  is  it 
lliat  you  can’t  read  your  notes?” 

“I  put  down  outline's  that  I  can  re-aei,”  Jane*  re‘])lie>el, 
“hut  I  can’t  ge*t  use*el  te)  the*  way  Mr.  Smith  elictate*s 
threiiigh  his  pipe*,  or  c*v<*n  while*  pacing  the  fleieir  anel 


There'  ■s  more  to  secretarial  training 


HOFKSSOIt  KNOWLF  aske-d 
himself,  “Just  why  eiiel  Miss 
Fen  I  line*  iail  as  a  .se*cre*fai  y?  Diel  she* 
run  alinil  eif  an  iiile*m|)e*iale*  Imiss?  Anel 
ihe'ii  the*  frighle-iiiiig  thought -or  el(M*s 
he*r  failure*  iiie*aii  a  W’e*akiie*ss  in  he*r 
training?  Are*  iiiy  li*aehiiig  iiie*thoels 
eiiit  e»f  elate*?  Do  I  se*e*  enily  iiiy  way  eif 
eleiing  a  jeih?” 

I’ei  iiiiele-rstaiiei  the*  “Miss  l‘'orluiie*” 
siliiatioii,  I'reife-ssor  Kiieiwle*  should 
.spe*nel  senne*  time*  in  a  w’e*ll-eiigaiii/.e*el 
eilTie'e.  I  know,  he-e-aiise*  leir  the*  jiast 
twei  ye*ars  I  have*  lM*e'n  a  se*eTe*tary, 
What  eliel  I  fiiiel  out?  Le*t  me*  le*ll  yeiii. 

(■raeling  praetiee*s  might  In*  eiiie* 
cause*  eif  innir  attitiiele*.  If  a  .stuele*nt 
re*c'eives  a  mark  erf  95  pe*r  ce*iit,  he*  is 
alleiw'e*el  tei  graeluale*  with  the*  fe*elitig 
that  he*  is  superior  in  his  lie-lel.  He* 
iieit  enily  re*se*iils  criticism,  hut  is  elis- 
ilIusioiie*el  alNiiit  se*e-re*tarial  work  whe*ii 
he  li*ariis  that  eni  the*  jeih  90  eir  95 
|>er  ee*nt  is  neit  giHiel  e*iie>ugh. 

Half  the*  battle*  might  In*  wini  if 
|)eiti*ntial  eiflice*  weirkers  ceiiilel  lM*ee)mc* 
hre)aelminele*el  alMiiit  eritie-ism.  Nei  enie*, 
freim  mauage*tnent  deiwii,  is  re*ally  his 
own  Imiss;  anel  most  criticisms  arc; 


made*  hy  e)ni*'s  supe*rior  in  e)rde*r  tei 
assure*  gre*ate*r  l■llie•ie*llc  y  in  an  eiffic  e*. 

Aelvaiice*el  C'l.isse*s  in  se*cre*tarial 
training  might  In*  se*t  up  with  an  eif¬ 
lice  atmeisphe*re*.  'I'lie*  stuele*iit  can  play 
the*  se*e  re*tary;  the*  te*aehe*r,  Mr.  Smith. 
V'arie*el  aetivitie-s  can  lie*  cheise*ii  freim 
a  te*xthook  or  Irom  eive*rllovv  weirk  eif  a 
scIkmiI  eilfie  e*. 

rhoiigh  a  se*cre*tary  clen'S  not  do  the* 
same*  jobs  c*ve*ry  elay,  iie-arly  always 
she;  haiielle*s  elielatioii,  traiiseri|)tiein, 
aiiel  straight  typing.  .\  gooel  tiaiiscrip- 
tioii  anel  traiise-ript  e*utail  an  alise'iice 
of  poor  e*rasure*s  or  c*rreirs  in  spe-lliiig, 
voeahulary,  anel  grammar.  Klficie*iicy 
is  me*asure*el,  not  liy  how  eine*  le*tte*r 
loeiks,  hut  hy  heiw  we*ll  many  finishe*el 
preieliiets  look  anel  how  fast  varie*d  jobs 
are*  eleine*. 

Other  Duties,  and  the  Phone 

VVenilel  -  1m*  -  se*e  re  tarie*s  must  alsei 
re*ali/.e*  the  value*  ol  preMifre-aeling  all 
mate*rials— with  anothe*r  weirke*r  if  peis- 
silile*.  The*y  sheiulel  use*  both  the*  elic- 
tieinary  anel  the*  se-ere*tarial  manual. 

Nei  matter  how  important  it  is  that 
othe*r  elutie*s  1m*  |M*rforme*el  within  a 


give*!!  time*,  weirk  is  te*mporariIy  elro|i- 
pe*d  whe*n  the*  te*le*phonc*  rings.  In  a 
hiisy  ollice*,  inceiming  anel  eiutgeiing 
calls  ele*manel  atte*ntie>n  e)ne*-liith  eii  the* 
se*cre*tary’s  elay.  If  she*  is  rushe*el  anel 
eleie*s  neit  want  tei  he*  e|istui'lie*el,  it 
weiulel  Im*  had  puhlie  relatieins  to  c*x- 
hihit  he*r  fe*e*lings  eive'r  the*  te*le*ph<ine*. 

The*  secre*tary  eloe*s  neit  re*pre*se*nt 
he‘rsc*lf  at  a  time  like  this.  She*  inlrei- 
eluce*s  the  ceimpany,  anel  he*r  veiice, 
grammar,  anel  clire*etne*ss  give  the* 
public  its  liist  impre*ssion  of  the*  ]ie*r- 
seinality  eif  the*  eonce*rn.  Our  Mr.  Smith 
weiulel  lie*  e*spe*cially  ale*rt  to  the*se* 
cmive*rsational  e|ualitie*s. 

Just  as  important  is  the*  eeist  eif 
eomniunicatiein.  Inforniatiein  should  he* 
give‘ii  in  ele-tail,  in  .is  short  a  time*  as 
possible*.  Information  sheinlel  Im*  oh- 
taine*el  in  similar  ele-tail,  to  e  liminate* 
the*  ne*e‘el  of  pl.ieing  a  call  for  furthe  r 
information. 

.\  le*tte*r  inelire*ctly  re*ve*als  the*  pe*r- 
seinality  eif  the*  office*  and  the*  pe-rsein 
for  whom  the*  le*tte*r  is  writte*n.  It 
se*rve*s  as  a  kinel  eif  aelve*rtise*me*nt  for 
the  firm.  In  aelelition,  e*mphasis  place-el 
on  giving  anel  se*e*king  compirte  in- 
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l»K)kii)K  window.  .  .  And,  as  yon  know,  our  office 

is  on  j)nr  ol  the  l)usiest  str<‘ets  in  town— so  1  just  cant 
hear  Mr.  Smith  most  of  the  time!”  W  ith  a  sort  of  disgust 
in  lu‘r  tone  of  voic<*  she  add<‘d,  “Me  makes  mistak«*s  in 
grammar,  and  then  lie  thinks  1  shonhl  catch  tln*m  wfien 
I  transcrihe.  And  I  wish  h(‘’d  do  all  his  dictating  at  oni‘ 
time;  hut  he  has  no  system." 

W  ith  even  more*  emphasis  she  c-onclntled:  “And  listen 
t(»  this,  I'rofcssor  Knoule.  Von  taught  ns  that  the  date 
should  ahcdijs  he  up  on  the  right-hand  side,  exactly 
five  spaces  to  the  right  of  the  center  of  tin-  pag»‘,  and 
no  more  than  two  inches  from  the  top  ol  the  page.  W’ell, 
hr  wants  m<-  to  put  it  in  the  lower  l(*ft-hand  corner.” 

Coping  with  Chaos 

“Is  letter  writing  your  only  tronhie?"  asked  Professor 
Knowh*,  frowning. 

“No,”  replied  Jane.  “Me  asks  me  to  do  so  many  things 
at  once,  and  theia*’s  a  dradliiir  /or  (‘saTything!  .And 
right  in  the  middle  of  all  that,  the  ph«)m*  will  ring  «‘very 
filt<‘en  minutes.  Mr.  Smith  says  that  hy  this  time  1 
shoidd  he  ahle  to  answa-r  their  ‘stiipi*!’  (jiiestions,  such 
as,  ‘W'ell,  ii  yon  can’t  give  me  the  answer  to  my  (pies- 
tion,  could  yon  tell  me  what  (h-partment  could?’  As 
if  I  knew  what  goes  on  in  <'very  other  department! 
It’s  ntt<’rly  impossihle  to  <lo  everv thing  at  that  desk. 
P(‘rhaps  ii  people  did  not  just  stream  in  and  out  all  the 
time,  I  lonid  get  more  done. 


“Oh.  and  then  there  are  tlu)se  awful  statistical  i 
ports.  Mr.  Smith  sets  a  d(*adline  on  tho.se,  too,  hin 
with  .so  many  interruptions,  I  lu’ver  really  g«‘t  tlwm  to 
halance.  I  generally  have  to  forca*  tluan  to  ta>me  out 
even,  hut  what  ditferi'iice  do<‘s  th.it  maki’?-  one  or  two 
points  oil  won’t  change  things.” 

“.Miss  Fortune,”  reminded  1’roh‘ssor  knowle,  "yon 
seemed  to  have  done  verv  giMul  work  m  class  and  maile 
nice  grades  on  the  oflicc*-practica‘  theory  <•xam.  Yon 
shouldn’t  have  any  dillicnlty  with  oliica*  routine. 

\  more  serious  jam*  s|)oki'.  “.Mr.  .Smith  has  a  s|>eci.il 
way  he  wants  his  dt'sk  calendar  kc-pt,  and  a  spc'cial  jvro- 
ca-dnre  lor  handling  mail  that  comes  to  his  oliice.  W'c‘ 
iievcT  had  anything  like*  th.it  in  class.  I’ve  lM*en  trying 
to  tell  him  how  we  did  things— the  right  way  to  do  them 
-hut  then  he*  hits  the*  C4*iliiig! 

“.\nd,”  jam*  add<*d,  “the*  janitor  hardly  i*ver  dust;. 
exec*j)t  on  top  of  the  desks.  I  get  dirty  si  >im*tim(*s.  I 
just  can’t  stand  that  office*.  It’s  an  awful  pl.ue*  te>  spe*nei 
one*’s  day.” 

I'’e*e*ling  sorry  lor  he*rse*ll,  Jane*  se)hhe*el,  “Me>the*r  anel 
D.iddy  are  pri*tty  elisgnste*d  with  me*  he*canse  the*y  say 
the*y  spe*nt  a  le»t  e»f  mone*y  fur  mv  training.  I  can’t  nnele*r- 
staiid  how  I  conlel  graelnate*  ‘wnh  hemeirs’  and  ye*t,  as 
Mr.  Smith  says,  not  he*  weirth  the*  salary  I’m  he*ing  j^nel. 
I  elidn’t  waste*  time*  with  the*  gang  in  scheiol.  I  w'e)rke*el 
harel,  anel  I  like*d  my  classe*.s,  hut  neivv  I  elem’t  think  I 
like*  se*cre*tarial  vveirk.” 

MILDRED  W.  STUART,'^  rrt.,ry 
'  .<ll(l.eli>  f  Dfpl  ,  (fj'hir’.  '  I  (jlijflifji.i  U.  ricvv  Yoli 


than  a  grade  of  95 


formation  e‘liminate*s  extra  cost  and 
time*  for  follow-np  corre-sponele-nee*. 
Only  if  she*  is  hnelge*t-wise-  in  olliee* 
'ope-rations  is  the*  se*cre*tary  worthy  of 
a  raise*  in  salary. 

A  se*cre  tary  hanelle*s  incoming  and 
outgoing  mail  at  Ie*ast  twice*  a  ilay. 
He*r  e‘mploye*r  may  have*  suggestions 
for  her;  “liefore*  putting  mail  on  my 
ele*sl>,  will  yon  attach  pre*vions  eoire*- 
sponde*nce*  to  any  mail  that  is  in  the* 
nature*  ol  a  follow-np?”  .\nd,  "I'nele  r- 
line*  im|)ortant  date*s  or  hours  on  any 
le*tte*rs  re*gar<ling  appointmi’iits.”  .\nd, 
“.*\rrange*  the*  lctt(*rs  hy  gron|)s  in  the* 
orele*r  ol  thi*ir  importance*.’’  (  lass  e*xe  r 
eise*s  in  this  are*a  te*ath  pote*nfi.d  se*c- 
re't;irie*s  how  to  lM*eome*  ale  rt. 

Ke*e*])ing  .m  appointnie*nt  cale*nd<ir 
is  an  important  oliice*  eliity.  Hi  fore* 
III. iking  an  appointment  for  he*r  e*m- 
|)loyi*r,  the*  se*ire*tary  must  e*onside*r 
— eiveii  fore*se*e*— the*  eithe*r  eeimrnit- 
me*nts  hi*r  hoss  might  have*  for  the*  el.iy. 
She*  arraiige*s  things  ace'orihngly. 

Before*  the*  appointme*nt,  the*  hoss 
should  he*  siipplie-d  with  as  niiich  in¬ 
formation  aheiiit  the*  e'all<*r  .is  possihli* 
—such  as  corre*spoiide*ncc  or  a  re*cord 


ol  pie*vioiis  contacts  with  him.  \Vhe*n 
making  e*ngagi*me*nts  th.it  will  take* 
the*  hoss  out  of  his  offie*i*,  the*  .se*cre*tary 
must  re‘me'mhe*r  to  make*  a  notation  on 
his  cali*nelar  not  only  ol  the*  time*,  hot 
also  the*  place*  and  pin|)ose*  ol  the* 
e*ngagi*me*nt,  and  supply  him  with 
any  ri*lati*ii  mate*rials.  (.lassrooni  jirac- 
tiee*  can  ele*ve*lop  fore*sight  in  situa¬ 
tions  like*  this. 

In  the*  course*  e»f  he*r  elay,  the*  se  e  re*- 
t.ery  hanelle*s  statistical  re*|)orts,  linaii 
e  ial  re*e'orels,  anel  othe*r  ehitie*s  that  call 
lor  arithme  tic  calculation.  rhe*se*  c*al- 
cni.itions  must  he*  corre*ct.  .\n  e*rreir 
in  a  ir;ie-tion  ol  a  eleilhir,  a  pie*ce*  of 
erpiipment,  a  date*  —  anything  —  is  a 
se*rioiis  mistake*.  It  is  a  challe*nge*  tei 
the*  te*ache*r-hoss  to  ini|)re*ss  his  .stii- 
ele*nts  with  the*  hut  th.it  .'irithnie*tic  is 
re'e//-th.it  figiire*s  c/e)  re*pre*se*nt  rral 
things.  \  mistake*  might  me*an  some*- 
one*  is  le*ft  emt,  senne*  ite*m  is  neit  in- 
chieli*el,  eir  sonie*hoely  is  ove*rcharge*eI. 

\  se*cre*tarv  spe*nels  se*ve*n  henirs  a 
elay  at  he*r  offic  e*.  She*  ofte*ii  has  to  ge*t 
he*r  n.iil  polish  chippe*d  "ke*e*ping 
house*,”  for  the*re*  are*  some*  johs  that 
the*  j.mitor  can’t  do  or  deK*sn’t  think 


to  ilo.  Just  as  it  is  impoit.mt  to  h.ive* 
an  apion  aronnel  the*  house*  for  u 
me*ssy  joh,  it  is  impent.mt  to  have* 
a  smiM-k  within  ri*ae'h  at  the*  olliee*. 
The*  se*cre*tary  must  ke*e*|)  an  inve*nte)iy 
eif  .siipplie*s  anel  e*epiipme*nt,  have*  re*- 
p;iirs  in.iele*- anel,  oh  ye*s,  the*  plants 
niiist  he*  wate*re*el.  .Make*  stiiele*nts  re*- 
s|)onsihle*  lor  the*se*  e  l.issreMim  siipplie*s. 

N'isitors  to  the*  eillice*  shoiilel  he*  re*- 
ee*ive*d  as  the  y  would  he*  in  the*  .se*e  re*- 
t.iry’s  home*.  If  she  cannot  take*  the* 
time*  to  he*  re*laxe*el  anel  hospitahle*,  it 
would  he*  we*ll  to  fe  ll  the*  visitor  this 
inste*ael  of  turning  him  ahriiptly  away. 

Time  and  Timing 

.Anothe  r  fac  tor  ne*o|)hytc  se*cre*t.irie*s 
e|o  not  re*cogni/.i*  is  the*  import. nice*  of 
time*.  The*  se*cre*f.iry  is  a  ge*ar  in  olfiee* 
ope*rations.  If  she*  cannot  fit  into  the* 
office*  sche*deile*,  she*  re  tards  e  fficiency. 
.Make*  stnele*nt.s  follow  a  se  he*e!iile*. 

Bnsiiie*ss  today  frankly  crifici/,e*s 
the*  calihe*r  ol  graduating  se*cre*tarie*s. 
'Miis  is  an  op|)oitinie*  time*  for  the* 
l’rofe*ssor  Knowle*s  anel  the*  Mr.  Smiths 
to  join  force*s  in  prodneing  l)e*ttcr 
aeljnste*d  se*cre*tarial  Jane*s. 


SKITKMBKB,  Ih.-j.^ 
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JUDGE  DAVID  C.  VOKES  I'xpUtins  tha  nperation  of  lln- 
Common  PIra.s  (Umri  to  Di'ttlnj  llifilt  School  students. 


BUSINESS  LAW 
GOES  TO  COURT 


RECORDS  kept  in  the  Re^i.ster  of  Deeds’  office  are  shou  n 
hij  William  l.eahy.  The  author  is  at  the  left. 


THK  TKACIIKH  ok  any  business  subject  is 

usually  faerd  with  tin*  pruhlern  of  relating  the 
suhjeet  matter  to  actual  hiisiness  situations.  Busim'ss 
law  is  iir>  exception.  The  priiK'iples  and  casrts  studied 
in  the  classrrK)m  have  many  applications  in  everyday 
living',  hut  tin-  student  often  has  no  clear  idea  of  why  and 
flow  these  disputes  lK*tween  parties  arise,  or  how  the 
principles  he  studi<‘s  are  actually  a|)plied. 

If  75  jM-r  c<*nt  of  the  students  in  our  husiness  law 
classes  at  Denhy  1 1  it'll  School  vote  to  visit  court  and 
ohserv'e  n*al  litit'ated  t“ases,  we  make  arrangements  to 
visit  the  courts  of  Wayne  C.'ounty  and  the  city  of 
Detroit.  .Mrs.  Alexandria  Davis  anrl  1,  the  two  husiness 
law  teaclu'rs,  feel  that  a  visit  to  the  Common  Pleas 
(Jourt  of  Detroit  is  most  interesting  and  informative 
for  onr  classes,  for  two  rea.sons:  the  (Common  Pleas 
(aiurt  h(‘arinKs  are  limited  to  claims  of  S'MKK)  or  less, 
and  ca.ses  in  this  t'ourt  arc;  of  short  duration  (one;  case 
I  ohs<*rved  tcKik  only  2.5  minutes  from  start  to  finish). 
W<*  decided  to  include  visits  to  three  other  county 
ollices  located  in  the  same  huildiiiH— those;  of  County 
TreasiiriT,  CJounty  (Mc  rk,  and  Bej'ist<*r  of  De<*ds. 

Working  Out  the  Details 

Once*  the*  ele*cision  to  visit  court  was  made*,  we*  con- 
tac‘te*d  various  pe*ople*  lor  he*lp.  First,  we*  aske*el  other 
teache*rs  in  the*  husine*ss  ele*partnM*nt  and  the*  sponsor 
in  charge*  eif  the;  Future*  're*ache*rs  C’luh  tei  take  charge* 
of  the*  classe*s  that  the*  husine*ss  law  te*ache*rs  weiulel 
miss.  Se'cemel,  we;  aske‘d  Judne*  Davis  C.  Voke*s  eif  the* 
Commein  Ple*as  C.’eiurt  if  he*  weiulel  he*  willing  tei  e*xplain 
tei  the  husine'ss  law  stude*nts  the*  type*  eif  case*s  hanelle*el 
in  his  conrtreiom.  Thirel,  we  approache*d  the*  eithe*r 
ceiiinty  eifficials  whose  offiex's  we  ele*sire*d  tei  visit  anel 
aske*d  the*m  tei  e*xplain  the*  functieins  pe*rfeirine*el  hy  the*ir 
staffs.  All  eiur  re*e|m*sts  were  Krante*el  iimne*eliate*ly. 

I’’inally,  in  arrant'ini'  the  transpeirtatiein  eif  the  stii-  ' 
el<*nts,  we*  feiunel  that  the*  e-ost  eif  carrsinjl  the*m  the 
se*ve*n  mile*s  freun  De*nhy  Mil'll  tei  eleiwnteiwn  De*treiif 
anel  re-tiirnini'  the*in  tei  scheieil  was  rathe*r  hinh.  Irvin  C. 
Weilf,  the*  scheieil’s  principal,  ele*ciele*el  tei  have*  stude*nts 
take*!!  tei  the*  W’ayne*  faiunty  Biiilelini'  hy  e'hartere*el 
huse*s.  Afte*r  the*  visits  tei  the*  sarieius  ceuirts  anel  eifhce*s, 
the*y  weiulel  he*  elismisse‘el  tei  re*tmn  heime*  as  tlK*y  cheise*. 

In  c-einne*etiein  with  a  fie-lel  trip  like*  this,  De  nhy  Mil'll 
has  a  preice*thire*  \\he*re*hy  a  pare*nt  of  e*ach  stiide-nt  must 
sinn  a  slip  Hiving  pe-rinissiein  for  the*  child  tei  take*  the 
trip.  .Mti*r  this  slip  is  re*turne*el  tei  the*  te*ache*r,  aneithe'r 
eine*  is  take*n  hy  the*  stiielcnt  tei  his  eithe*r  classe*s.  Each 
te*ache*r  the*n  sij'ns  this  se*ceind  slip,  niviiin  his  ])e*rniis- 
siein  feir  the*  oiitsiele*  trip.  'I'lie*  stiide  nt  alsei  sii'tis,  statini' 
that  he*  will  make*  up  any  weirk  niisscel  as  a  re*sult  eif 
his  .dise*nce. 

'I'lie*  actual  trip  Iwnins  at  H;  1.5  a. in.,  wl'e*n  the*  stii- 
ele*nts  Iniarel  the*  twei  charte*re*el  ceiache*s.  Feirty-five*  min- 
iite*s  late*r  the*y  are*  in  the*  ceiiirireieim  eif  jueli'e*  Veike*s. 
The*  lueli'e*  i'ive*s  the*m  a  sheirt  talk  de*serihini'  the*  his- 
teirv  eif  the*  (aimmein  Ple*as  Ceinrt  anel  e*\plainini'  the* 
ne*e*il  fe»r  it,  then  te*lls  eif  the*  ehife-re'iit  tyjK*s  of  case*s  he* 

(Conlinucd  on  pone  32) 
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ALBERT  C.  FRIES,  University  of  Southern  c^litornid 

Business  P  rad  ice 
Makes  Perfect 

.  .  .  in  the  st‘nH*sl(*r  l)t‘fore  graduation 


TI'.AIxNING  lOH  AN  OCCUPA- 
tioii  is  not  c'()iii|)Ii*te  until  the 
trainee  has  put  into  practice  the 
knowledge  and  skills  hr;  has  aerjuired. 
Personnel  studies  rjver  tlu-  years  have 
shown  that  employee  iailures  are 
usually  caused  hy  unsatisiactory  jH-r- 
sonal  (jualities  or  work  hahits,  the 
factors  that  art.'  hugely  ifspousihle  for 
job  success. 

A  well-balanced  business  training 
progiain  must  give  the  irrosirective 
business  worker  practict;  opportunities 
iK'fore  his  graduation.  Vour  business 
tr.rii  ing  program  can  provide  this 
kind  of  “doing-vvhat-really-counts”  in 
(me  of  three  ways;  ^1)  in  regular 
classroom  situations  simulating  a  busi¬ 
ness  ofliee,  (2)  in  co  oix-ratiou  with 
the  various  school  offices,  or  (3)  iu  a 
co-oiK'ralive  program  with  business 
firms  in  the  (omniunity. 

All  thretr  ways  have  In'en  used  suc¬ 
cessfully.  riie  importaut  jxiiiit  is  tli.it 
flit!  student  {M-rlorms  duties  that  will 
confront  him  as  a  worker  in  tla^  busi¬ 
ness  world.  Some  havtr  tailed  it  “a 
finishing  course  lor  business  gr;itl- 
uates.” 

Only  the  Beginning 

'Ihe  teacher’s  attitiule,  as  well  as 
thi;  student’s,  is  all-important.  Pelore 
enrolling  in  the  practice  course,  the 
student  shoultl  have  achieved  tet  h- 
nical  proficiency;  he  shoultl  Im*  l;miil- 
iar  with  business  customs  anti  pro¬ 
cedures;  and  he  shoultl  havi;  an 
appreciation  of  the  role  that  his  per¬ 
sonal  tjualities  and  work  habits  will 
play  on  tht'  job. 

I  bis  course  is  baseti  on  lh<;  attitiule 
that  tin;  technical  skills  of  tyiM:writ- 
ing,  shorthanti,  transcription,  or  ma¬ 
chine  o|H-r.ition  are  not  enough, 
’reachers  who  have  worked  as  .secre¬ 
taries  know  first-hanil  how  trut;  this 
is.  However,  this  attituih*  is  a  rela¬ 
tively  nt'w  one  ftir  the  inexiH-rieneed 
stiulent.  'Ihis  is  why  he  net'tls  tht; 
practict;  course.  It  costs  too  much 
when  a  worker  fails- too  nint  h  to  the 
film  uiul  to  the  indiviilual. 

It  is  our  aim  to  train  business  work¬ 
ers,  rather  than  bookkeejX'rs,  stenog¬ 
raphers,  mat'hine  operators,  or  i  lerks. 
'I'lie  sptH'ific  rates  of  typing  and  tlic- 
tation  that  we  emphasi/.e  are  inter¬ 
mediate  goals,  or  means  to  the  enil. 
In  addition  to  these  essential  skills, 
tht'  business  man  wants  a  |)ersou  of 
pleasant  ]M-rsonality  and  apiu-aranee, 
who  can  work  well  with  others. 

A  course  in  General  Hiisiness  jiro 
vidi's  a  basic  imdt'rstanding  of  busi¬ 
ness  and  helps  the  student  to  distover 


his  own  art'a  til  interest,  ability,  anil 
aptitiiili*.  It  includes  the  develop¬ 
ment  of  s|)t‘eiiie  skills,  in  aililition  to 
relatetl  subjects  such  as  business 
arithmetic,  business  I'nglish,  business 
law,  and  economics. 

Not  all  business  programs,  how¬ 
ever,  iut  liitle  opportunities  for  the  sfu- 
ileiit  to  gain  thi;  informatiou  that 
he  will  need  to  know  on  the  job. 
Many  teachers  try  to  integrate  this 
instruction  in  the  skill  classes,  but  too 
often  it  is  overlooketl.  A  eoiirse  th;it 
t'lnphasi/es  practict;  in  the  final  se¬ 
mester  will  meet  this  neetl. 

Such  a  coiirsi'  prep.ires  the  stiulent 
to  lake  his  place  in  business  tJ.v  a  per- 
von  in  addition  to  filling  a  specific  job. 
It  leaches  him  to  coulact  prospective 
employers,  to  write  a  letter  of  appli¬ 
cation,  to  fill  out  pt'isoual  forms,  to 
take  a  |)re-t‘mpioymenl  lest,  anil  to 
go  through  an  employment  interview. 
Such  a  course  develo|)s  |K'rsouality 
and  eharaett'r  traits  lieeaiise  the  stu¬ 
dent  list's  his  skills  and  his  attitude 
to  |U'ilorm  his  S|)i'cifi(  job. 

When  both  tht'  student  and  the 
tt'aeher  havt;  a  -common  atliliidi*, 
practice  ex|M'rit'nct'  will  1m'  under¬ 
taken  eagerly.  'Ihert'  is  no  formula  to 
follow  in  elass  to  develoi)  desir;ible 
IM-rsonal  t|ualilif'S.  It  cannot  be  ilone 
by  a  unit  or  two  duelled  toward 
personality  development.  It  is  lu'st 
doin'  when  all  |)ractice  is  gearetl  to¬ 
ward  student  self-evaluation  and  self- 

THE  GOALS 

P  ERFORMANCE 
R  ESPONSIBILITY 
A  NALYSIS  OF  SELF 
C  HECK-UP 
T  EAMWORK 
I  NITIATIVE 
C  HARACTER 
E  XCELLENCE 


improvi'iiient.  Activities  shoultl  Iu*  st;- 
letlttl  that  will  give  the  stiiilt'iit 
practical  tiaiiiiiig  iu  basic  hiimaii  re¬ 
lations.  He  must  tonsider  liimself  a 
“livt;”  seeretary  on  the  job,  working 
ill  close  association  with  his  boss,  his 
fellow  workers,  anil  the  piiblie.  He 
thus  Im'coiiu'S  conseioiis  of  tlii'  s|H'eific 
tethniqiies  iiseil  to  get  a  p.irliciilar 
job  done.  In  other  wortls,  he  pnu  lici’H 
Ihe  f.iclors  lh.it  re|)rt'seiit  the  main 
diflerence  between  the  routine  woik 
of  the  sleiiographi'r  and  tht'  brain- 
woik  of  the  secri'tary. 

The  Five  Results 

Your  stiiili'iits  must  Iu;  given  op- 
poitiimlit's  to  ilcvelop  as  woikers 
on  the  job.  I’ractiee  actjvilit's  .should 
provide;  (I)  a  |)ersonai  contact  with 
Ihe  employer,  (2)  relatively  less  time 
spent  on  lyi>ing  anil  routine  oHicr 
thilies,  (3)  ail  increasing  reliance  on 
personal  initiative,  judgment,  and 
knowleilge  of  the  business  worlil,  ( t) 
the  o|)portimity  to  su|M'rvise  other 
workers,  anil  (.3)  the  opportunity  to 
carry  out  impoilani  ileluils  anil  minor 
administrativf;  thilies. 

Students  must  eonsitler  tht'inselves 
business  workers  rather  than  pupils 
following  a  rigid  class  schedule.  Wi'ith 
this  realistie  allitiidi',  eath  stiulent 
will  Ih;  niori;  willing  to  sju'iid  the 
necessary  time  that  is  needetl  oiitsiih; 
of  class  to  complete  a  job. 

How  much  practice  tlo  you  incliule 
in  your  busini;ss  prai  tice  class'r'  Have 
you  used  dramuli/alions?  Offite 
<  .ises'r*  Working  pajM'rs'i*  'reamwork';' 
’rexlluHiks?  business  tests'f*  Demon- 
slralions?  Deadlines'!*  Skill  goals!*  l*ro- 
diiclion  goals!*  business  stantlartls? 

Silt  h  activities  as  these  provitle 
your  stiulenfs  with  the  praetiee  they 
need.  If  they  lu'come  suetessfiil  office 
workers  when  they  go  out  into  the 
business  world,  you  may  find  that  this 
prartue  was  the  key  to  their  job 
suecT'ss. 
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Janesville  Vcx:ationtil  Stwol,  Jarie.-«ille,  Wtscon'.in 


Check  your 


E.  program 


Hriortr  you  toacli  your  |)liiloNO|)liy  oi  saiosiuan>lii|),  find  out  Wil\  your  stud<‘uts  vsaiit  to  stdl 


EVKIi  'I  HINK  you  could  do  u  Im-U»t 
jol)  at  tcacliiiiK  dislntiutivc  cdu- 
culioii?  Kvcr  make  a  tew  cliaii^es  in 
your  ti■acllj|l^  iih'IIiimIs!'  It  you  ana¬ 
lyze  your  po'sent  program,  you  may 
Im'  able  to  make  alterations  that  will 
Hiv<*  you  lM*tt<*r  results.  Tliat’s  wliat 
we  dill  at  Jaiu'sville  (Wisconsin). 

'the  recorils  showed  tlial  we  were 
not  placing  so  many  students  on  re¬ 
tail  si'llin^  jobs  as  we  formerly  liad. 
It  iN'Kan  to  look  as  tbou({li  either  the 
students  were  not  so  elleetive  as  .some 
managers  woiilil  like  to  have  then.,  or 
that  |M*rha|)s  the  student  attitude  was 
not  what  it  should  Im‘.  (Kor  our  piir- 
|>os«‘s  we  shall  disregard  ({eni-ral  econ- 
oiny  trends  anti  their  eileet  on  the 
t'lnploymenl  situation.) 

IliKh  seliotil  students  come  to  our 
vtH'ational  sehool  iu  the  fall  and  take 
sales  IrainiiiK  eourses  in  order  to  im- 
provt*  their  employment  chamrs  dur¬ 
ing  the  (diristmas  shoppin^  st'ason. 
'I'hey  take  the  eoiirse  on  their  own 
time  without  any  ^'larantee  of  a  job; 
lor,  r<‘Kardless  of  whether  they  find 
employment,  the  tinu*  tht*y  s|)end  tak¬ 
ing'  instriietion  will  help  iht'in  to 
"sell”  thiunselv(‘s  in  their  future  en- 
tleavors.  They  learn  how  to  improve 
tht'ir  |)ersonality  anti  how  to  increase 
harmonious  relations  with  others. 

A  review  of  the  priKt-dures  we  had 
lM*en  iisin^  for  several  y<*ars,  jilus 
ide  as  acipiired  at  tt‘aehers  eonventions 
and  a  visit  to  store  inana({«‘rs,  hrouy;ht 
many  things  to  li^ht.  It  took  plan- 
niiiK  and  reurraiiKing,  hut  we  In^Iieve 
we  now  have  a  proKram  that  is  .sujm'- 
rior  to  the  one  we  had  lM‘(*n  iisiii)'. 

An  attempt  is  now  lM'in({  made  to 
investigate  u7ti/  IukIi  scIkniI  students 
want  to  ^et  jobs  in  stores.  Is  it  just 
to  earn  easy  money?  After  ohsers’inn 
the  way  some  students  work,  that 
often  sei'ins  to  lx*  the  case.  We  now 
pass  out  a  (piestionnaire  the  first  day 


of  class,  to  ){<‘t  the  s|H*cilic  reasons 
why  each  student  is  takin({  sales  train¬ 
ing— to  <lisc»»v<T  whetluT  these  stu¬ 
dents  liavt*  any  s{M‘cial  interest  in 
.sales  work.  We  also  ask  them  to 
indicate  any  talent  they  have  that 
iniKht  he  of  value  to  a  mercantile 
establishment. 

We  want  to  know  how  regular  their 
attendaticf!  has  la-en  at  hi^h  school 
and  how  J)ften  they  have  h«‘<Mi  tardy. 
We  want  to  know  whether  or  not  they 
r»*aliz<'  the  res|)onsihilities  in  the  tyiv; 
of  work  they  seek.  It  also  helps  if  they 
tell  us  what  they  intend  to  do  after 
({laduation.  W<‘  want  to  know  what 
factors  l«‘d  them  to  feel  that  they 
would  like*  sales  work  and  why  they 
feel  they  will  he  stic'cesshil  in  it.” 

In  Management's  Eyes 

As  oni‘  manager  put  it:  “'I'hey 
c-oine  to  our  store  and  say,  'We  want 
to  work.’  When  they  are  ^iven  a  job, 
they  stand  aroun<i  and  ^ive  the  im¬ 
pression  th<‘y  don’t  like  work.  They 
ju.st  don’t  .S(‘(‘m  to  have  the  ri^lit  |M-r- 
s|M‘ctive  on  what  a  job  involves.” 

Another  mana({er  indicated  that  it 
was  time  we  laid  down  tiu*  law  to 
prosjK'etive  st«)re  workers.  We  should 
(‘mphasi/.e  that  they  are  ^oin^  to  make 
a  record  for  themselves,  uood  or  had, 
that  tln*y  will  carry  around  for  tlu- 
rest  of  their  lives,  lli*  |)ointed  out 
that  when  an  older  worker  .says  to  a 
n<‘W  worker  across  the  ai.sU*,  "I  know 
how  you  can  steal  a  <]ollai  without 
anyone  finding  out,"  this  calls  for 
staunch  integrity  on  tlu*  part  of  the 
new  worker.  His  r*ntir«*  home,  .school, 
and  religious  training  will  In-  a  de- 
cidin({  far  tor  in  what  he  d(H*s.  'I'ln' 
manaK«*i  iniiK-ed  no  words  in  ein- 
phasi/.iiiK  that  students  should  Im- 
pio|x-rly  informed  that  instructions  on 
joh-i-onduct  are  to  cmiu*  from  mana^'e- 
nuMit  aloiu*. 


Another  tiling  we  do  at  Jaiu'sville 
Ls  to  invite  a  store  manager  to  ^ive 
a  fiiteen-ininute  down-to-(‘arth  talk 
on  the  responsibilities  ol  sales  (M-ople. 
'Ihis  helps  to  bridge  the  ^ap  Ix-twr-r-n 
classroom  instruction  and  the  actual 
job.  it  also  gives  the  students  an 
opportunity  to  la-ar  what  to  exjH-cl  on 
the  job.  'I’herc  is  even  a  |X)ssihility 
that  the  inanag(‘r  may  notice  an  alert 
student  during  the  (piestion-and-an- 
swer  .session  that  follows. 

Movies  oiler  another  sourer*  ol 
training  to  point  out  the  right  and 
wrong  ways  ol  over-tln*-eounter  .s»*ll- 
ing.  W'r*  havr*  allowc*d  stores  to  us«* 
thesr*  lilins  alter  we  hav(‘  shown  them 
to  class«*s. 

()n«*  of  the  lessons  we  have  in  our 
sales-training  program  is  tia*  philoso¬ 
phy  of  sal(‘smaushi|).  Here  we  instill 
in  th«‘  minds  of  stiidr-nts  the  ])ro|)<-r 
attitudes  to  develop  in  merchandising. 
It  LS  one  of  the  determining  factors 
that  will  s|x  ll  succ«*ss  or  lailun*  lor 
them. 

'I'Ik*  philosophy  of  salesmanshi|) 
should  lx*  integrated  into  ev<‘ry  unit 
of  study.  With  a  clear-cut  picture  of 
his  own  responsibility,  <‘ach  studi'iit 
will  |x*rform  his  duties  in  such  a  way 
that  his  (>mploy«‘r  will  want  to  k(‘<‘p 
him  as  »*ither  a  lull-  or  part-tinx- 
employ<*«*. 

What  It  Boils  Down  To 

.Attitude  toward  one’s  work  has 
long  Ix-en  known  to  lx*  the  decirling 
factor  in  how  succ<*sslul  a  work«*r 
will  lx*.  Sr  lling  tcxlay  olh'rs  one  of 
the  great  challenges  to  our  students; 
and,  without  the  right  philoso|)h\, 
th<‘y  stand  little  chanct*  ol  meeting 
the  high  standards  of  eniplovers.  It  is 
not  enough  that  they  lx*  ambitious— 
they  must  also  rememlx*r  that  it  is  a 
serviit*  that  they  are  offering  to  their 
customers. 
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Work  Experience 

(Cmttintud  fniiit  fuinc  17) 

iilh-r  grudiiatioii,  coiivciiiriitly  <lf\c-li»p 
an  inttTfst  in  tin-  W()ik-fX|HTiriKt* 
pni^rain  in  nrcirr  to  buy  and  maintain 
a  car,  ter  buy  clotlu*s,  to  Inivf  .s|)<-nd- 
in^  mont-y,  to  build  up  a  bo|)«-  cbt-Nt, 
c'tc.— inatcrial  tbin^'s,  ni.tn>  ol  wbicb 
tbfy  could  j^ct  alon^;  witlioiit.  Stu¬ 
dents  (like  many  adults)  often  are  n«)t 
aware  of  tb«*ir  mil  ne<-ds,  tlu*y  too 
oftc-n  fail  to  see  the  forest  iH-eause 
«»f  the  trees,  ft  is  the  responsibility 
of  tlie  school  to  Hive  all  students  the 
kind  of  education  and  trainiiiH  that 
will  (‘liable  them  to  H*‘f  their  first  jobs, 
to  adapt  themselves  in  their  vocation, 
to  advance  in  it,  and,  alxjvc  all,  to 
iM-come  worthy  citi/.ens. 

•  W  hat  is  to  Im-  done  in  the  case  ol 
a  student  who  dex-s  p«x»r  work  aca¬ 
demically,  but  who  does  well  on  the 
job.’*  In  lairiK'Ss  to  the  employer  who 
is  workiiiH  "ifh  the  scIkxiI,  the  stu- 
(h’lit  should  not  lx*  drawn  off  the  job. 
in  fairness  to  the  sludi'iit  and  the 
sclxxil,  he  should  not  lx‘  Hi'oii  c  redit 
for  nnsatisfac  tory  work.  U'li.ilevei  is 
done,  d(x‘sn’t  everyone  lose? 

An  Alternate  Plan 

Just  what  can  be  done,  then,  to 
Hive  oil!  students  work  ex|M  rienee  be¬ 
fore  the\’  leave  liinh  sch<x)l?  In  my 
opinion,  the  answer  is  so  simple  that 
I  shall  merelv  remimeral(‘  pr.ietices 
that  have  Ix-en  advocated  for  y<‘ars. 

•  ifriiiH  in  local  businessmen  to 
speak  and  demonstrate  to  the  el.isses, 

•  liriiiH  in  and  use  stationery, 
office  supplies,  (-(piipment,  and  liinitnl 
jobs  from  local  businesses. 

•  Set  up  field  trips. 

•  Kinphasi/e  atter-seh*x)l,  part- 
time  jobs  for  those  students  who  can 
afford  the  time  and  enerny. 

•  iJisciiss,  demonstrati*,  and  |)rac- 
tice  "job  fitness”  standards  in  the 
cla,ssr(X)ni-Hr(X)minH,  business  phy 
choloHy,  business  ethics,  eondm  t. 

•  Develop  (x*cupational  maturity 
by  HiviiiH  students  more  busiiu'ss  in¬ 
formation. 

•  Develop  attitudes,  ideals,  and 
work  habits  needed  in  office  work. 

•  .Make  job  and  follow-up  studies 
to  adapt  scIkxiI  |)roHrams  to  ((tiii- 
niunity  needs. 

•  Simulate  the  office  in  the  elass- 
rcxmi. 

•  I'rovide  limited  |M*ri(xls  of  serv¬ 
ice*  in  the  schcxil  office. 

•  Invite  businessmen  and  Hf^*'*!- 
uates  to  department  meetiiiHs. 
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JANE  F.  W  HITE  Georgia  Stat«  College  for  Women,  Milledgeville,  Ga. 

For  Your  Typewriting  Class.  I'ui  the  fiist  tboi- 
ouHh-H**inH  histor)  of  the  e.n  ly  (levelo|)ment  ol  t^)i*w  liters,  read  /7ie  /  !/;>«■- 
writer  and  the  Men  W  ho  Made  It  (Ib.)l).  It  is  .i  l.isein.itiiiH  story  that  rests 
on  careful  research  into  ,i  variety  of  sources,  especially  the  hitherto  unused 
correspondence  between  the  princip.il  inventor  .md  the  first  promoter.  W’lilten 
by  Hichard  N.  (airrent,  piofessoi  of  histoiy  .it  the  I'niversity  ol  Illinois,  it 
is  published  by  the  rniversity  of  Illinois  I'ress,  I'lb.ina,  Illinois.  Ilie  price  ol 
the  Ixxik  IS 

Want  a  handy  H)>'*'ui('K  to  have  .iromid  voiii  tv  pew  liter?  Ileie's  a  chance 
to  H‘’f  lr«‘e.  It’s  the  I’aii.ima  Meavei  Hacei  .\im,  and  with  it  you  can  erase 
errors  ipiiekly  without  a  tiaee.  .\  flexible  shield,  atl.iched  to  a  loiiH  aim,  is 
inserted  between  the  carbon  p.iper  and  the*  back  ol  your  letter.  When  you 
order  any  I’an.ini.i- beaver  |)rocluet,  .1  bacei  .\ini  will  be  included  free,  if 
leijuestecl.  I’aiiama- be.iver,  Ine.,  foiiliv  .Avenue,  (diieaHo  -l.A,  Illinois, 

has  carbon,  pencils,  ribbons,  S|)ra-<7ean  foi  cleamiiH  tv  ix*vv  i  iters,  etc*. 

Office  Machines.  1  hrei*  leadinH  maimfac  tiirers  of  ollice  machines  li.ive  ic*- 
v  ised  their  ediication.il  trainiiiH  proHiams:  < 'l.iry  Multi|)lier  ( lorporation,  S.m 
(iabriel,  (ialitornia,  Ic-lt  ^  I'airaut  .M.uml.ic  tin  inn  <  aniipany,  l7do  North 
I'.iiilin.i  .Strec’t,  C'hieaHo  22,  Illinois,  and  l''ri(len  ( '.ilc  ul.itiiiH  .Machine  ( 'ompany, 
Inc.,  ID-f.T  .Sansome  Street,  S.m  I’lancisco,  (lalifornia.  These  tlirc'c  companies 
will  furnish  you  with  an  .icipiaintanceslup  eoiirse  lor  tear  liiiiH  their  m.ic  bines. 
At  your  recpiest,  they  will  send  a  represent.itive  to  H'vc*  a  c  lassiooni  lec  tine 
on  the  machine.  K.ic  h  (ompany  also  h.is  timed  wriliiiH  and  ofliee  die  tatiou 
material,  which  they  luriiish  in  classiixMn  (|uantity. 

Demonstration  Aid.  A  fl.innel  board  kit  has  been  inlrodiieed  by  l‘'loie/. 
Incorporated,  SI.")  b.ites  Street,  De  troit  2b,  .Mic  liiHaii.  It  is  called  the  l*'due.i 
tor’s  \  ideo-Hiaph  Kit.  It  consists  ol  a  piece  ol  \'ideo-Hi<'l’l'  fabric  by  f 
feet)  and  two  pack.iHcs  ol  |•'lok-■l  ite.  The  jiriee  is  $lb.7.'>,  plus  postaH<‘. 
■f'eachers  can  constrnct  their  own  bo.ird  or,  .is  in  iii.iny  eases,  students  in  a 
vcxational  .irt  class  may  build  the  bo.ird  and  cover  it.  A  ll.iimel  bo.ird  is 
particularly  iiseliil  in  .1  lecture-clenionstration. 

Career  Materials.  I  he  IT').’)  Seience  Itese.ireh  (iaIaloH,  eontainiiiH  a  list  of 
Huidance  material,  is  now  beiiiH  distributed.  You  may  older  this  free  c.ilaloH 
from  Science  beseareh  .Asscx  i.ites,  7yl  West  (T.md  .Avenue,  (iliieaHo  HI,  Illinois. 

individual  copies  of  tvvo  Ixxiklets,  "Toward  (’areers  in  l•’inanc•e"  and  "Fac  ts 
A'oii  Should  Know  about  Investment  b.mkiiiH,"  are  avail.ible  from  Investment 
1  Hankers  Assex-iation  of  .America,  121  Ihiiteenth  Stieet,  N.W.,  W'asliiiiHton  I, 
1).  i'..  A  set  ol  both  Ixxiklets  will  be  sent  free  on  recpiest. 

"I’rivate  (.'iti/c'iis  and  I’liblic  jobs”  is  an  excellent  Ixxiklet  H'^'>'*H  basic  f.icts 
about  H‘*'’C‘rninent  employ nient.  It  describes  some  ol  the  eonimon  character¬ 
istics  ol  such  em|)loyment— sal.iries,  "polities,”  security,  and  job  opportunities 
and  cpialifications.  It  is  distributed  free*  within  the  st.ite  of  Indiana,  but, 
because  of  the  expense,  it  is  priced  at  J")  cents  a  copy  elsewlieie.  Place-  youi 
order  with  the  Institute  ol  'I'r.iiuinH  for  I'ulilie  .Sc  rvicc,  Indi.m.i  Univeisily, 
blcxiiniiiHtuu,  Indiana. 

Savings  Program.  If  you  jilan  to  eonduet  a  seh'xil  savinHx  proHram  tci  help 
students  form  the*  habit  of  thrift,  write-  to  the  'I'rc-asury  Dep.iitnic*nt,  Wash 
iriHton  2.5,  D.  (!.  They  will  supply  you  with  a  comple  te-  kit  to  slait  your  .se  luxil 
saviiiHS  activitic-s.  The*  pioHr.im  is  .iel.i|)table*  to  all  Hrael(*s  and  c-nriche*s  your 
arithm(*tic,  budH<‘tinH.  and  sex  i.il  slueli(*s  units  thiouHh  the*  prae  tieal  .skills  and 
iindc  rstandinHs  that  it  (levc*lops.  '. 
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RAMON  P.  H  E  I  M  E  R  L  Colorado  state  College,  Greeley,  Colorado 

Where  is  consumer  education  today?  What 
(iroKifSit  has  made  m  uur  schools?  Since  this  column  was  not  run  during 

the  past  two  schtiol  years,  such  (piestions  may  pnrve  oi  deep  interest  to  edu- 
cutois  in  the  husiness  iic-ld.  Allhongh  some  interest  was  evidenced  during  the 
lirst  yeais  ol  the  twentieth  century,  the  developiiu-nt  ol  consumer  education 
was  most  noticeable  irom  lb2U  to  JblO.  Henry  llarap’s.  Education  of  the 
Consumer,  published  in  1U21,  was  a  definite  stimnlus  to  the  expansion  ol  this 
uieu  ill  the  lUdb's. 

(>onsnniers  themselves  were  interested  in  getting  more  tor  their  money 
titiiing  the  depression  years.  Schools  re-evahiated  thc'ir  curricula  to  lit  consumer 
education  into  their  schedules.  In  the  late  3U’s,  several  high  school  textbooks 
dealing  with  consumer  problems  appeared  on  the  market,  with  suggested 
courses  ot  .study.  Ilome-econoinics  and  science  teachers  began  to  use  the 
consumer  up|>roach  in  their  high  school  courses,  business  teachers,  however, 
were  not  so  leceptive-iwrhaps  because  ot  their  skill  training  and  their  economic 
baekgionnd  in  college  that  stressed  production. 

The  Consumer  Education  Study  was  sponsored  in  1940  by  the  National 
Association  ot  Secondary-School  Principals  and  the  better  business  bureau, 
'the  study,  which  investigated  the  problem  of  educating  young  pi^ople  in  con¬ 
sumer  problems,  was  snnimari/.ed  in  Consumer  Education  in  Your  School. 
In  addition  to  t!te  over-all  treatment  ot  consumer  education,  however,  there 
were  pnblisheil  eleven  study  units  tor  use  in  high  schools  and  a  course  in 
csinsiimer  problems  tor  colleges.  In  the  late  4U’s  teachers  became  more 
interested  in  this  area  ot  education  because  ot  the  publication,  in  1944,  of 
the  Ten  Imperative  Jseeds  of  Youth  by  the  NASSP  in  co-operation  with  the 
Kdueational  Policies  ( !ommi.ssion. 

by  1950,  teaeher-edneation  institutions  were  oih'ring  eourses  in  consumer 
problems  and  methods  courses  in  consumer  education,  business  teachers  were 
made  aware  oi  the  piolilems  being  laced  by  the  average  consumer  in  his 
daily  business  aiiaiis.  .Several  colleges  tmlay  are  ottering  courses  that  orient 
teachers  to  the  need  lor  consumer  education,  how  it  can  be  accomplished, 
what  other  subject  ni.itler  areas  can  oiler,  and  the  materials  that  are  available 
Irom  business  and  government  .sources.  The  (anincil  on  Consumer  Iniormation 
was  loimed  in  the  spring  ol  1954  to  dis.seminate  information  on  consumer 
problems  to  teachers  anti  other  interested  inilividuals. 

Business  teachers  are  today  becoming  actpiainted  with  the  problems  of 
csinsurner  education  and  the  methods  ot  remedying  the  situation,  'reachers 
with  an  adetpiatf*  baekground  in  the  general  iunction  of  cnrriMit  bnsine.ss  are 
iM'tter  (‘tpiippetl  to  helj)  young  peoiile  with  tht'ir  consumer  problems.  Some 
of  the  areas  in  which  bnsiiu'ss  education  can  help  consumers  art*:  buying 
insurance,  investing  sniphis  funtls,  nnderstantling  taxes,  the  price  system,  bank¬ 
ing  services,  frauds  anti  .swindle's,  maiketing  functions,  buying  problems, 
coinmunicutions,  legal  relationship  oi  buyer  anti  seller,  and  lalror  relationships 
as  they  aliect  the  ctmsumer. 

A  rec'cnt  stiitly  by  Wilmoth  (].  Price  (.A  Survey  of  ('onsumer  Edueatiim  in 
CoUcf^es  and  Universities,  Ph.l).  dissertation,  Univer.sity  of  .Minnesota,  1953) 
shows  that  approximately  halt  of  the  colleges  anti  universities  of  the  country 
are  ottering  a  ctiurse  in  consumer  ethieation.  Some  colleges  ttalay  retpiire 
such  a  course  oi  all  prus|)eclivt‘  business  teachers.  Snminer  enrollments  also 
show  interest  in  courses  that  prepare  teachers  to  ctrjH*  with  the  consumer- 
education  prtrblem.  business  teachers  are  interestetl  in  this  problem,  but  it 
cannot  Im«  solved  by  the  inteiest  ol  a  lew-all  business  teachers  must  realize 
their  trbligatitm  to  eilucate  the  eonsmner  wherever  it  is  nec-essary. 


Business  Low  Goes  to  Court 

( Contitiued  from  ftage  2H  j 
ha.‘.  heard -controversies  concerning 
th»;  (lossession  ot  dog.>,  the  ownership 
ol  diamond  rings,  tlie  damages  arising 
Irom  accidents,  granting  of  garnish¬ 
ments  and  attadiments,  and  s«>  iorth. 
After  he  finishes  his  remarks,  the 
students  are  divided  into  groups  ol 
ten  each,  and  a  respemsible  stud<‘iit  is 
placed  in  full  charge  of  each  group. 
This  division  prevr*nts  crowding  th«* 
average  courtroom,  which  accom¬ 
modates  alront  25  s]M-ctat(jis,  and  en¬ 
ables  the  students  to  observe  the  tlil- 
lerent  kinds  of  disputes  Ireing  heard 
by  each  of  the  nine  jndg(‘s  ol  the 
Common  Pleas  Court. 

Visiting  County  Offices 

After  about  an  hour’s  observation  of 
the  courts,  the  whoh;  group  r<‘assem- 
bles  to  visit  the*  comity  ollices.  At  the 
Comity  Treasurer’s  office,  Joseph  San- 
som  gives  a  short  expl.niation  ot  how 
th«:  county  taxes  are  collei  ted  and 
disbursed  and  shows  the  students  a 
.sample  tax  bill,  as  well  as  sam|)les  of 
the  forms  used  in  kee|)ing  .ill  records 
ot  tax  payments.  .Next,  the  Comity 
Clerk,  Kdgar  .\I.  branigin,  describes 
such  staff  functions  as  the  issn.ince  of 
marriage  licenses,  filing  of  circnit- 
eonrt  suits,  registration  ol  businesses 
(using  assumed  names),  and  compil¬ 
ing  of  election  returns.  'I'he  final  stop 
is  the  Hegister  of  Deeds’  office.  Here 
William  Cealiy  takes  the  stmlents  into 
the  giant  ri'cord  room  to  explain  wh.it 
is  eontained  in  the  thousands  of  vol¬ 
umes  that  it  houses,  and  shows  them 
photoslatic  copies  ol  early  deeds. 
The  necessity  of  reiording  the  trans¬ 
fer  of  real  estate*  is  stiesseil.  Then  the 
groii|i  g<M*s  to  the  photostat  room, 
where  they  witness  the  filming  ol 
de<*ds,  mortgages,  etc.  .After  this,  the 
last  stop  of  the  tour,  the  students  aie 
dismissed.  I'liose  with  altenioon 
classes  return  to  school. 

The  Day  After 

On  the  next  day,  eai  li  class  .s|M‘nds 
as  much  time  as  its  nll■llll>els  like  in 
di.scu.s.sing  what  they  saw,  with  eai  h 
group’s  members  telling  the  otheis 
what  hap|)ened  in  the  conrirooni 
where  they  were  observing.  .Some¬ 
times  the  students  ex|>ect  me  to  know 
the  reason  lor  some  ih  c  iirri  iki*  th.it 
puzzles  them,  as  I  am  an  attorney. 
Usually  I  can  answer  their  (jnestions; 
but,  even  in  eases  that  h.ivi*  .stnni|H-d 
me,  no  one  has  yet  indiiated  iegr«*ts 
at  making  the  trip. 
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BUSINESS  EDUC.ATION  WOULD 


Letters  to  the  Editor 

(('(intiuurd  from  pafic  2) 

|>ioi)lcriis  are  <'V«r  preseiit  in  the 
s<‘c«)ti(lary  scIkjoI,  and  tliey  are  enough 
to  discourage  office  macfiines  freing 
offered  in  some  sefiools. 

The  eollege  teac  irer,  wlio  is  not  licdd 
respoiisihlc-  for  some  activity  every 
period  of  the*  sc'Ium)!  day,  often  loses 
siglit  of  flu-  imprac tieahility  of  |)r«‘- 
jraring  materials  or  even  lesson  plans 
if  tlie  only  availahlc;  plaee  to  do  it 
is  in  a  stuily-hall  with  eighty  students 
What  we  ne<  (1  is  some  suggestions 
for  easily  adapting  lesson  plans  to 
allow  for  a  few  minutes  to  answer  the 
phone,  fill  out  an  urgently  needed 
repent  or  allow  for  students’  late-  ar¬ 
rival  or  early  departure  fn)m  class. 
Alse),  let’s  have  included,  for  the 
teachcT  who  reetates  from  nM)m  to 
room  for  various  classe  s,  seeme*  sug- 
gestienis  feer  siihstitutierns  eer  aelapta- 
tieni  eel  materials  that  she*  finels  uu- 
availahle*  whe*re  she  ne'e*els  the*m.  'I’he 
materials  may  have  he'eu  em  hanel 
when  \e)U  eise  el  the  reeeetti  pre*viously, 
etr  yeeu  have*  inaelve  rte'iitly  le*ft  the*m 
in  a  reieem  on  anothe*r  fleeeir  e>r  on  the 
eether  siele*  e»f  the*  huilding. 

Important  to  New  Teachers 

rhc*se*  may  seeunel  like*  e*asily  ael 
I'liste  el  ele  tails  tei  thetse*  eef  us  whei  are* 
vc*te  rans  eef  five*,  tc*n,  fifte*e*n,  eir  meere* 
ve*ars  in  the*  te*ac*hiug  pre)fe*ssie)t(,  hut 
let  us  re*me'mhe*r  that  the*  ne*w  te*ache*r 
is  ne)t  ne*arly  see  familiar  with  his  suh- 
jee  t  matte*r,  neer  see  ae*c*uste>me  el  tee  ael- 
justing  te)  inte*rru|)tie)ns,  as  we*  are*. 

We*  are*  all  re*aely  tee  cone-cele*  that 
ne)  enie*  me*thoel  en  pre)Cf*elure*  will  fit 
e*ae  h  situatieni  in  which  the*  varieius 
pros|)<*etive*  teachers  will  fiuel  ihem- 
se*Ke*s,  hut  it  is  e*e|ually  true*  that  if 
we*  could  smcHith  eeut  some  of  the* 
c'urve  s  to  he*  cn('ounte*re*el  eluring  the* 
first  fe*W'  months  nii  the  te*ae  hieig  reeael, 
v\e*  wouleln’t  lose*  so  many  pote  ntially 
wenth  while*  te*ae*he*rs  through  viiteial 
elise*ourage*me*nt  at  the  cnel  of  the*ir 
first  fe*w  meniths  e»r  \e*ars  eif  te*iehing. 

,My  i)le*a  for  realism  is  I, el’s  gel 
the*  le  ae  he*rs  of  teae  he*rs  as  (  lose*  to 
leaching  situations  as  we*  h.ive*  he*e*n 
trying  tee  ge  t  the*  te*aehe  rs  e»f  husiiie*ss 
to  eeffice*  situations.  I  am  iiie  liue*d  to 
he*lie*ve*  that  some*  of  the*  iiic'lhoels 
te  aehe*rs  could  \ve*ll  profit  hv  a  che  e  k 
e)f  a  fe*w  seeenidary  te*aehe*rs’  pto 
grams  tei  find  the  crowele*d  se'he*elule*s, 
alte  rnate*  use*  of  classrooms  hy  eene*, 
twe),  four,  or  even  rneere*  f.iculty  me*m- 
hers,  inle*iriipte*el  class  se*ssie)ns,  and 
eithe  r  hectors  loo  nume*rnus  to  me*nlion. 

How  say  you? 

'1\i(V  WiiiiKieow 

licfninumt  I  Hull  ScIkkiI 

St.  Missouri 
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shorthand  corner 


JOHN  J.  CRESS  Hunter  College.  New  York.  N  Y. 

With  summer  over,  most  of  you  are*  preehahly 
werndcriieg  what  hap|)e*ni*d  tee  seeiir  vac*aliou,  theeugh  for  e>lhe*rs  it  might  have 
he*c*n  a  hit  teeo  long.  In  e*ithe*r  e'ase*,  if  yeeu  aie*  freem  the*  same*  te*ac*hing  stock 
that  I  am,  yeeu  are*  ’’raring  tee  gee”  with  that  class  feer  he*ginniug  sheerthanel.  1 
heepc*  that  a  numhe*r  eef  yeen  eliel  wh.et  I  eliel  tliis  past  snnime'r-  geel  aweiy  iro]n 
te*ac*hing  as  much  as  |eeessihle*.  If  yeeu  teeeek  yemr  miuel  eeff  the*  preehle*ms  eef 
te*aching,  yeeu  are*  preihahly  re*aely  tee  fae*e*  the*  ne*w  scheeeel  ye*ar  in  a  re*laxe*el 
frame  eef  niinel.  Le  st  I  fe)rge*t,  eef  e  eeurse*,  any  numhe*r  eef  yeeu  might  have  he*e*n 
leursuing  that  aelvanceel  ele*gre*e*  at  yeeur  faveirite*  graeluate*  .s(*heMel  eef  hiisine'ss. 
Yeeu  will  want  tee  try  eeut  seeme*  eef  the*  ne*w  iele*as  that  we*re*  picke*el  up  aleeng  the* 
way.  Yeeu  may  c*V(*n  want  lee  eeempare*  neete  s  with  this  write*!. 

.As  has  he*e*n  the*  ensteem,  the*  Sheeithanel  (!eirne*r  will  he*  ele*veete*el  (*ach  lueenth 
to  the*  eliseiissieen  eel  seeme*  practical  ph.ise*  eef  sheerthanel  traiuiieg  that  might 
ve*ry  well  apply  tee  your  eewii  te-aching  siluatieen.  During  the*  past  ye*ar,  the* 
writer  use*el  the*  S(*c*eend  eelitieen  eef  the*  f,'re*gg  Slinrlliinitl  Mtuiiiill  Sitnitlifwd  with 
a  class  eef  thirty-seeme*  sluele*nts  in  lee'ginning  sheeithanel.  I  theeught  that  seeme* 
eef  you,  whee  are*  using  eer  inle*nel  lee  use*  this  se*c(enel  e*elilieen,  weeulel  lee*  inte*re*sle*el 
in  sharing  the*  e*xpe*rie*ne*e*s  that  I  e*ne  (eunte*re*el  w  ith  my  he-ginning  c*l.!ss  eel 
Creggites. 


Each  month's  column  will  progress  elniing  the*  ye*ar  at  the*  same*  jeaee*  as 
yeeur  eewn  first-te*rm  sheerthanel  class.  'I'he*  pii*se*nt  sehe*elule*  calls  feer  the*se*  phase's 
eef  instructieen; 

Oe  Toiu  le— 77ie’  First  Weeks  of  liistruetiou:  Sinc*e‘  many  te*ac*he*rs  finel  it  dif¬ 
ficult  tee  ge*t  the*ir  stuele*nts  eleewii  tee  husine*ss  right  afle*r  vacati.en,  yeeu  may  he* 
inle*re*sle*el  in  heevv  the*  ne*\v  e*elilieen  eel  the*  Manual  he*l|es  yeeu  lee  me*e*t  seeme*  eef 
these*  ch.ille*nge*s.  This  eliseiissieen  eeiiilel  preeve*  e'spe'ciaMv  he*lplul  lee  first-ye*ar 
le*achcrs  eef  sheerthanel. 

New  KMiu  ie-77ie'  Sitorthrnul  Teof  lier  s  Dreour.  He*c*all  charts  anel  e*nd  eef- 
e*ha|ele*r  re*vie*ws  ceeme*  very  cleese*  lee  m. iking  it  just  lh.it.  I.e  arn  why  thee  sheiit- 
hanel  te*ache  r’s  jeeh  has  he*e*n  sini|elifie*el. 

DKe;r,.MHl.ie— .A  I.ittle  'Idik  le  it/e  t/ie*  Stiiileiits:  'I'eeee  fre*e|ue*nllv  slue|e*nts  have* 
he*e*n  eeve*rleeeike*el  as  a  jearl  of  the*  te*ae'hing  silii.ilion.  Yeeu  will  want  tee  re*ael 
jileeeut  the  spe*(*i.d  alte  ntion  ih.il  the*  ne  w  e  elitieen  give*s  in  a  pe  rseenal  intreeeluc- 
tieen  tee  the*  stue1i*nls.  It  is  eliffe*re*nl  anel  a|)pe*.iling. 

fANlJAiev— f)/i.  Those  Mnruimil  l\etuitulers:  Ihew  inle*ie*sting  anel  instrue-tive 
the*y  are!  See  much  e-.isie  r  tee  le  ae  h  anel  simpler  tee  li*arn.  A'eenr  stuele*uls  will  lee* 
he*tte*r  se*c*rctarie*s  neew  that  the  se*  ite*ms  have*  he*e*n  highlighte  el. 

1*’f.hiujah*v— 7’e’vt.v,  When  nud  llote  For  lietireeti:  Sheeiilel  the  y  he  give*n  elaily? 
\V'e*e*kly?  .At  the*  e*nel  eef  each  a'signme  nl,  tin*  e*nel  eef  e*ach  chapte  r?  Naturally 
yeeu  have*  yeeur  eewii  ideas,  hut  pe  ihaps  this  will  give*  yeeu  a  ne*w  slaiet  een  the* 
leartic'ular  epieslieen  eef  sheeith.'ind  tests. 

Makc  ii-/t  Must  he  tht'  Mul-)eor  Dohhutus:  I’rae  tic*al  hints  aleeeuf  the*  type* 
eef  re*vie*w  anel  instru(*tieen  to  he  followe*il  might  he*  just  what  yeeu  ne*e*el  tee  make 
yeeur  eewn  te*achiieg  e*asie*r  and  meere*  mi  .iningful. 

Aeiui,— 77ee’  lutroduetiou  of  \'eir,  Dir  totion  Moteriol:  Whe  n  elee  yeeu  give  ne*w 
matte  r?  Dee  yeeu  feel  it  ncce-ssary  tee  give*  such  eliclalieen  when  the*  ne*w  eelitieen 
supplie*s  anifele*  mate*rial?  Kve*n  whe*n  this  mate*rial  is  pe*rfe*e  t  feer  yeeu? 

May— fhic  More  Month  to  do:  f’an  yeeu  p.ece*  yourself  to  pre*se*nt  all  eef  the 
the*orv?  Wfiat  aheeiit  the*  vast  e*Apanse*  eef  sheerthanel  te*rrileery  still  unre*veale*d. 
This  issue*  sheeiild  he*  a  “must”  it  may  answe  r  seenee*  eef  i/eeeer  preehle-ms. 

JfTNK— W'c//.  Here  !  .Aeee  otui  There  Thei)  do:  lliew  elid  yeeu  f  are?  fat’s  eiem- 
pare*  neele*s  anel  se*e*  what  we*  did  anel  how  we  ll  we*  eliel  it.  Yeen  may  he*  surprised 
fee  learn  that  veeii  re*allv  eliel  acceem|elish  .in  eeiitst.inding  jeeh  e;f  tcachiiig  the* 
funelame*ntals  eef  fjre*gg  sheerlhand. 
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UEATII  texts  for  business  success 

rOHHKI.A'rKI)  DICTATION  AM)  THANSCHirriON 
l'(»rkiif‘r,  OHliftriif*,  0'llri<‘n 

I  hi*  hiidily  (iiiiriiotiul  I#*»|  <-i>rreliil<‘i<  HhorlliaiKi,  lyiii'wriliiiKi  |»iiru  liiii- 
lioM,  hiiRirK***  voruhiiiary,  KtiKlidi,  und  word  <livi*ion  .  .  . 

KlrrotiiiiK  rurli  u*  uii  iiii|Hirlaiil  purl  €»(  IriiriM-rihitiK  rflirirnry.  'I'VXO 
lO.NS:  .Siiii|tlifi<‘d  (irrftK  mid  I'itiiimi. 

HI  SINCSS  CM.MSII  IN  AC110N 
Tri'MHirr  and  IJpinun 

\  iirmiiral,  livriy  Irxl,  lovriinK  all  plia*^*  of  ItiiHiiif**  KiikIixIi,  incliid- 
iiiK  Mprci  li,  DiM-lliiiK,  uraiiiiiiar,  himint***  roiiipoHilion  in  varioii*  form*.  It 
i*  Kuilahlr  iin  a  liaKal  Irxl  for  HiininoH*  KiiKliHli  and  a*  a  liandhook. 

KSSKN  I  IALS  OF  HI  SINKSS  AHI  I'llVIi:  I  IC.  .'Ini.  Ktl. 
Kan/4*r  and  Scliaaf 

ItookkrrpiiiK,  *iinplr  iTononiir*,  payroll  proci’diirt**  ar<^  a  frw  of  llu* 
rliallriiKinK  topic*  in  tlii*  text.  'I'lie  proldein*,  Mliirli  are  drawn  from  modern 
hu*ineH*  practice,  give  the  Miident  a  view  of  the  hu*ine*«  world. 

voiik  it  iiittvt.o  lo  >»a>  tHANtivo  ^ 

AII.AMA  a  IIAII.AS  I  HIIVII':  OttlCKi  HimoN  lo 
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DUPLICATORS 


^ypistsj  learning  and 


earning{dO  best  with 


CAN  DO  80  MUCH 
FOR  YOU  I 


I  luclric  or 
Manual 
Mfnlelv 
Availalile 


•  AN  mill  m  pact 

•  Criy  mumU  fMoN 


•  rwki  iV?" 
IwN.  km  S*  Nttf 


•  ImMi  lypM|  tut 
bulu  UttlMt 


ON 


LY 


Heyar  Lohqumort  print  nundradt  ol 
vharp,  itean  copia*  o(  anything  typad, 
mrrittan  or  drawin  in  to  littia  tima,  with 
to  little  eMo^t,  ••  ach  low  coat.  Salaa 
letlara,  Buliepn*  Forma,  etc  .  in  up  to  6 
colora  at  oner  vimply  flow  from 
thaae  duplicator  a  A  hey  “Alwaya 
Make  a  Qood’lmpraaaion  " 

•OOKLfT  THIS  mCiJ 
r  free  HOW  AND  WHY  MiilCoupo*  loUty 


[30 


$ 


SCHOOL  TESTEO 
and  Teacher  Approved 


Here’*  wliat  Mri.  Krliecca  tA  hitiuck  of  Jam 
WikmJ  High  Schmil  in  \A  incheslrr.  Virgin 
taya  alniut  the  l.ilrertv  r.o|iy|io|der;  "Afirr  r 
aniining  the  Cooyho  liirr  we  liave  deciiieit 

tiiirchaae  them  for  the  achool  typing  room 
'tcaoe  »liip  65  Oipyholdrr*.  Vie  ahall  ter 
cliei  k  on  receipt  ol  ihi*  order.  Thank  you 

ORDER  NOW  by  Moil  if  not  avoilobla  fro 
your  local  ilotionar. 
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Melari  of  litiarir  Pacord  Slorega  frodutU 
7>0  t.  Daarkarn  tiraat  *  Chlcaf*  S.  ttlleali 


HE  IjgCT  CORPORATION 

ASMSr  1844  S  koilnai  An*  .  Cliictfo  ?3.  Ill 
I  Plaatt  tend  lit*  boolilfl  o*  tht  Cunquaioii  and  compitl* 


daltili  No  obliftlion  ol  couit* 
Nam# _ 


',^Cil*  Stale 


READY-T0-U5E  TESTS' 


GENERAL  BUSINESS  TESTS: 


/.  Banking 


INEZ  RAY  WELLS 

Ohio  Stdte  Univer'Jry,  Columbu'..  Ohio 

This  is  tin-  first  in  a  srrifs  of 
Ca-ncral  Hiisiiioss  Tfsts  to  ap- 
pfar  in  tlif  noxf  ten  issiifs  of  Ht’SisKss 
KntjCATioN  Woni.i).  Kacfi  of  tlm  tt*n 
ti'st.s  is  l)as(‘(]  on  a  unit  ('oninion  to 
tlic  It'adiiig  texlixtoks  in  tlio  fioltl. 
'Plif  snhjffts  art*  (in  ordrr):  B.inkitif', 
Mndut-tini;,  Insnranct*,  IiivfstiiiR,  Hny- 
iiiH,  (,'onnnnnitations,  I'ravfl,  'Irans- 
portation  and  Slii))|)ini',  i''indini'  anil 
Kfopinn  Infnrinatinn,  anti  (atvorn- 
tnent. 

'I'ln*  correct  answer  to  eaefi  tpies- 
lion  is  indicated  in  iliilir  type.  'ITiere 
are  50  olijeetive  tpieslions,  wfiieli  may 
he  scored  I'itlier  hy  tlie  point  system 
(2  points  for  eaefi  correct  answer)  or 
Ity  normal-enrve  distrifnition. 


BUSINKSS  KDl'f  ATfON  WOHId) 


If*'  YOU  HAN’K  a  sneeessfni  test  on 
any  Inisiness-edneation  sniijeet  antf 
are  williiif'  to  share  it,  send  it  to  ns; 
wt*  wil!  send  yon  $10  if  it  is  accepted 
for  pnfilit  ation.  It  ninsi  he  on  one 
topic,  innst  he  nsaltle  with  any  texl- 
liook  on  tin*  snltjeef,  anti  permissimi 
to  duplicate  it  must  lie  niven.  He  sure 
to  enclose  correct  answers. 


Awards  Tests  on 
Mailable  Transcripts 

Tlie  Awards  Tests  on  M.iilalile 
Transeri|)ts.  wTiiefi  liave  heen  a 
feature  of  the  past  two  volnini  s 
of  Ht'sivKss  Kni'f  Mitts  W’ttin.i), 
have  Im-cii  transfetred  to  /Insi- 
ne.v.v  Tciicht  r,  anti  will  appear 
there  reunlarly.  However,  HI'IU' 
will  eontinne  to  provide  mate¬ 
rials  for  the  Iwiielil  of  the  Iran- 
seriplion  teacher.  Hei'innini'  in 
an  early  issue,  Ceorm*  W.inoner 
and  Klise  Davis,  of  the  I'ni- 
versity  nf  'rennessee,  and  Hnth 
.Xiitlerson,  ol  .North  Texas  Stale 
Cttlleue,  will  set  the  pace  with 
a  six-part  series  on  tr.mseription. 
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SfCTION  1 

Hf.id  oat'll  statomoiit,  thou  circio  flip  word  Trur  or  Fulsi’. 


1.  Anyono  wlio  wishos  to  do  so  may  go  to  a  oom- 
iiu  rtial  hank  and  open  a  tliotking  affoiint  hy 
following  tliP  correct  iirtK-cdnre  for  dciKisifing 
money  in  tln^  hank 

2.  A  check  inatle  payable  to  “C.ish"  may  he  cashed 
hy  anyone  who  has  ptissession  of  it 

A  chf;tk  indorsed  in  blank  may  Im-  cashed  hy 
anyone  who  has  possessitm  of  it 
1.  riie  hank  will  refuse  to  rash  a  ihetk  if  it  is 
written  for  less  than  a  dollar 
The  hank  will  refuse  to  cash  a  check  written 
on  niain  pa|M;r  rather  than  on  a  printed  form 
fi.  A  larger  proirortion  of  hnsiness  payments  is 
made  hy  cash  than  hy  t  het  k 
7.  When  a  person  iiulorses  a  check,  he  guarantees 
that  th<;  (  heck  is  giNid 

H.  It  is  iMissihle  to  iMirrow  money  from  a  hank  for 
business  us(;  hut  not  for  i>ersonal  list* 
h.  A  h.mk  has  the  right  to  lend  p.irt  of  the  money 
deirosited  with  it  hy  its  customers 

10.  T'hei  ks  may  lx*  used  to  withdraw  money  from  a 
savings  account 

11.  A  canceled  ch(  (  k  returned  to  the  deivisilor  hy 
the  hank  should  lx*  kept,  heeause  it  may  he  used 
as  evidence  that  payment  h.is  been  made 

12.  .All  national  hanks  must  he  members  of  the 
l'’edoral  Meserxc  System 

Id.  All  state  h.inks  must  he  memhers  of  the  |■'ederal 
Mes<  r\e  System  .... 


True  Fdl.st’ 
Trite  l•'alse 
True  False 
Triu;  Fiilse 
Tiue  False 
It  lie  False 
True  I'alsp 
True  False 
True  l'’alse 
True  False 

True  False 
True  False 
True  False 


SICTION  7 


.All  hut  one  of  the  following  terms  are  explaineil  hy  Statements 
I  t  to  20.  Write  after  e.u  h  statement  the  letter  indicating  the 
term  it  explains. 

(A)  Hank  statement.  (H)  Hlank  indorsement.  ((>) 
(.'heck  iirotectf'r.  (I)  )  Clheiking  Account.  (  F, )  (lleariiig- 
lioiise.  (F)  Federal  Deixisit  Insiiram c  (!or|xir,ition.  ((’.) 
Federal  Heserxe  System.  (II)  Full  indorsement.  (I) 
Investment  hank.  (J)  Hecotu  ili.ition.  (K)  Hestriefive 
indorsement.  (1.)  .Savings  account.  (M)  Stop  payment. 

(N)  Trust  iiimpany. 


I  I.  An  account  from  which  money  m.iy  he  withdrawn  hy 
written  order  to  the  hank  .  .  D 

lo.  ,'\n  account  on  wliiih  the  h.mk  pays  interest  /. 

10.  .\n  indorsement  ronsisting  of  the  signature  of  the  jiayee  H 
17.  .An  indorsement  ((insisting  ol  the  signature  of  the  p.iyee 
preceded  hy  "I’.iy  to  the  order  of”  and  the  n.ime  of  the 
person  to  whom  the  (  her  k  is  to  he  iiaid  II 

18  .An  indorsement  limiting  the  use  of  the  i  he(  k  to  a  par- 
ti(  iilar  piirixise  K 

10.  A  machine  used  to  imi>rint  the  .'imoiint  on  a  (heck  C 

20.  .A  hank  org.ini/ed  to  serve  indis  idii.ils  hy  managing  their 

money  and  property  for  them  .V 

21.  .A  hank  org.mi/ed  to  serve  business  hy  lending  large  siiiiis 

ot  money  / 

22.  ,A  h.inking  organi/.ition  est.ihlished  hy  our  federal  gosern- 
nient  to  provide  services  for  h.inks 

2d.  .An  organi/ation  that  tr.insfers  (heiks  from  the  hanks  at 
whii  h  they  were  cashed  to  the  hanks  on  which  they  were 
dr.iwn  F. 

21.  The  re|xirt  made  hy  the  hank  to  ea(  h  of  its  de|xisitors 
showing  (le|X)sits,  withdr.iwals,  and  the  halanee  A 

2o.  'I  he  prix'css  of  comparing  the  hank  halanee  and  the  (  he(  k- 
IxKik  h.ilanei*  to  determine  the  ai ciir.icy  of  Ixith  I 

20.  .A  written  order  to  a  h.ink  direi  ting  it  not  to  p.iy  .i  (  er- 
t.iin  ( he(  k  M 


SICTION  3 

III  each  of  the  st.itemeiits  Ixiow,  one  or  more  words  are  needed 
to  m.ik(^  the  statement  (omplete.  Write  th(^  necessary  word  or 
words  at  the  right  of  ea(  h  sentence, 

27.  .A  place  prov  ided  hy  hanks  in  whk  h  individuals 

may  store  vahi.ihle  articles  is  atn)  Ixix.  safe  ilejnisit 

28.  A  written  order  hy  a  depositor  directing  the 

hank  to  pay  out  money  from  his  account  is 
called  a(n)  t  lierk 

2H.  A  chec  k  th.it  is  written  with  a  future  d.ite  is 

(alle<la(n)  (heck  port -dated 


■10  A  ix'rsoiial  check,  p.iyanent  of  which  is  guaran¬ 
teed  hy  the  hank  on  wliii  h  it  is  drawn,  is  called 
a(ii)  check 

dl.  .'A  check  drawn  hy  the  hank  on  its  own  funds  is 
called  a(n)  elic'ck 

32.  ,A  chei  k  drawn  hv  a  hank  on  its  deixisits  in  an¬ 
other  hank  is  cafled  u(n) 

•33.  ,A  ( h(“ck  th.it  has  Ixen  marked  p.iid  fiy  the 
hank  is  called  a(  n  )  cIkh  k 

3-1.  .A  hank  account  that  is  used  hy  two  or  morr 
ix'ople  is  callc'd  a(n)  account 

.3.7.  .A  hank’s  record  of  the  way  a  deixisilor  signs 
his  cheeks  is  known  as  a(  n) 

•3H  Signing  another  |x‘rson’s  n.une  without  aiithor- 
itv  to  do  so  is  called 

•37.  if  a  deixisitor  writes  cheeks  for  amounts  that 
are  greater  th.in  his  h.mk  hal.ince*,  he  is  said 
to  have  his  account 

■88.  ( lhe(  ks  th.it  have  Ix'cn  written  hut  have  not 
yet  heen  paid  hy  the  hank  are  said  to  he 


eeriifu-d 
ea  shier’ s 
hauk  draft 
caneeled 
fiAut 

tintuilure  eard 
forgery 

ot  erdrau  n 
outslaiuliun 


SICTION  4 

To  the  right  of  each  of  the  following  statements,  write  the 
letter  of  the  phrase  that  best  completes  the  statement. 

3H.  Voii  want  to  open  a  cheikiug  necoimt.  You  should  go  to; 

{a}  a  commercial  hank,  (h)  an  invcstmc'iit  hank,  (e)  a 
trust  comiiany  a 

Itl.  Your  f.itlier  has  considerahle  money  and  priijx-rty.  He 
will  lx;  gone  for  a  year,  and  w.ints  a  hank  to  manage  it 
lor  him  while  he  is  away.  He  should  go  to:  (a)  an  in¬ 
vestment  hank,  (h)  a  savings  h.mk,  (e)  a  trust  company  e 
■11.  A’oii  have  received  a  chec  k  ni.ide  n.iyahh*  to  you.  You  t.ike 
It  to  the  hank  to  have  it  caslu'd,  and  the  teller  notices 
that  the  amount  written  in  figures  is  not  ipiite  the  s.ime 
as  the  amount  written  in  words.  You  would  expect  the 
teller:  (a)  pay  the  aniount  written  in  figures,  (h)  pay 
the*  amoimt  written  in  words,  (e)  refuse  to  cash  the  che(  k.  h 
•12.  You  rec(ive  a  c  he(  k  written  hy  John  Jones.  The  c  hec  k  was 
made  p.iyahle  to  Henry  Hopkins,  who  indorsed  it  and  gave 
it  to  you.  You  learn  from  the  hank  that  the  cheek  is  not 
g(Mid  heeause  loliii  Jones  had  no  money  on  (|e|xisit.  A'oii 
should:  (a)  ask  John  Jones,  who  wrote  the  (  he(  k,  to  p.iy 
you  the  amount  of  the  i  lieck,  (/»)  ask  Henry  Hopkins,  who 
indorsed  the  chei  k,  to  pay  you  the  amount  ol  the  (  heck, 

(e)  .'lecept  the  fact  that  you  h.ive  lost  the  money  h 

■13.  You  are  ordering  men  haiichse  hy  mail  from  a  |x-rson  who 
d(X's  not  know  you,  and  your  payment  must  aeeomiiany  the 
order.  You  need  the  mereh.indise  imuiedi.itely.  I'niler 
these  eireumst.inees,  it  would  Ix'  Ix-st  to  send:  (a)  money, 

(h)  a  personal  (  hei  k,  le)  a  eertifieil  (heck  c 

1 1.  You  .ire  going  to  transfer  to  James  .Ad. mis  a  (  he(  k  th.it  your 
lather  made  out  to  voii.  Ad.iiiis  asks  you  to  indorse  it  in 
su(  h  a  W'.iy  that,  il  lie  should  lose  it.  It  eaimot  he  cashed 
hy  anyone  else.  The  form  ol  indorsement  that  you  should 
use  is.  (a)  hlank,  <h)  lull,  (e)  restriitive  h 

1.7.  A’oii  h.ive  received  .i  check  th.it  you  w.int  to  mail  to  the 
hank  for  de|Misit  to  vour  .leeount  The  lorm  ol  indorse¬ 
ment  that  you  shoiilcf  use  so  that  the  cliec  k  can  lx-  used 
only  for  the  piir|Mise  you  desire  is:  (a)  hi. ink,  ( h)  full, 

(e)  restrictive  c 

18.  You  have  rec e*ve(l  a  c  heek  m.ide  out  to  you  on  whic  h  your 
n.uue  has  Ix’cn  siielled  inc  iirrec  tly.  When  you  indorse  the 
(heck,  you  should:  (a)  write  your  name  the  w.iv  it  is 
written  on  the  check,  (h)  write  your  n.inie  (orri-itly,  (c) 
write  your  name  the  way  it  is  written  on  the  cheek  fol¬ 
lowed  hy  the  cor  rec  t  signature  c 

‘17.  When  writing  a  check  and  the  ac  i  cimp.inying  c  lei  klxxik 
Stull,  you  should:  (af  writo  the  stub  first  and  fill  in  the 
(  hec  k  imuiedi.itely,  (h)  write  the  (  heck  first  and  fill  in  the 
siiih  inimedi.itely,  (r)  write  the  check  first  and  fill  in  the 
still)  whenever  it  is  convenient  to  do  so  a 

18.  rhe  principal  source  ol  a  hank’s  iiieome  is  from,  (a)  in 
terest  receivc-d  from  eiistoiners  who  Ixirrow  money  or  dis 
count  notes,  (h)  service;  charges  paid  hv  the  dejMisitors, 
le)  fee  s  received  from  custoeners  for  hank  ciralls,  eashn-r’s 
(  hec  ks,  and  safe-de|K)sit  Ixix  rentals  a 

H).  ,A  h.mk  numix-r  is:  (a)  the  nmiiher  on  the  s.ifc*  (le|xisit  Ixix 
and  oil  the  two  keys  needed  to  iiiilix  k  the  Ixix,  ( h )  the 
niimlx'r  written  on  a  check  and  the  accompanying  check 
Ixxik  Stull  when  a  (  hec  k  is  written,  (c)  the  nuuilx-r  assigned 
to  the  hank  hy  the  Aineric  an  Hankers  .Assex  lation  c 

.70.  If  .1  de|Misitor  writes  a  check  for  more  th.in  the  amount  of 
money  he  h.is  on  cie|xisit,  the  hank  will  ordinarily:  la)  re- 
fuse  tci  p.iy  the  i  hec  k,  (It)  cash  the  (heck  and  ask  him  to 
ile|xisit  more  inoney,  ( c; )  cash  the  c  hec  k  and  ask  him  to  sign 
.1  note  promising  to  repay  the  money  a 
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3.5 


Test  on  Nimber  Writing  in  Transcription 


JOSEPH  B.  CLEARY 

SeA^anl'a^a  High  SctKXji.  Floral  ParF,  NY 


HKRF]  is  an  ol>j«'tivc  test  on  the  writing;  of  numf)er8-a 
unit  of  work  in  a  'rranwription  roiirstr.  'I'fiere  are  5() 
quMtions,  and  thr*  answers  have  br*en  evenly  divided,  25 
eorreet  and  25  ineorrj'ct.  'Ilie  lest  may  Ixr  used  ImjIIj  as  a 
pre-test  to  impress  upon  students  the  need  for  studyiiif;  rulers 


of  numlxT  writing  and  also  as  a  test  of  fhe-ir  mastery  of  those 
rule-s.  'I  he  sentenees  have  Ix-en  carefully  constructed  to  cov*‘r 
the  application  of  all  the  niimlM'r  rules.  At  least  two  sentences 
{MTtaiii  to  each  rule.  The  correct  answers  are  in  italic  type. 
Kach  corr«*ct  answe-r  is  worth  two  points. 


Read  each  sentence  and  decide  whether  the  numbers  slioidd 
lie  written  in  figures  or  in  words.  If  the  sentence  is  written  cor- 
rer  lly  circle  the  word,  right;  if  not,  circle  the  word,  icrong. 


1.  Four  hundred  eleven  passed  the  test .  rfghf  wrong 

2.  He  died  In  sixteen  thirty  six .  riglit  wronn 

5.  John  works  near  .Serxind  Avenue .  rinlU  wrong 

4.  I  hired  8  clerks,  .5  typists,  1.5  pages .  right  wrong 

.5.  She  spent  over  6  years  writing  it .  right  u  rong 

6.  Mis  train  arrives  at  4  o’clw-k .  right  u  rong 

7.  It  is  2’A  inches  loo  short.  right  wrong 

8.  'Ilie  discount  is  more  than  h% .  riglif  icrong 

f).  lliis  Is  my  seventh  trip  ahroail.  right  wrong 

10.  We  pay  rent  on  the  1.5th  of  the  month.  right  wrong 

11.  My  friend  has  204  jazz  records.  right  wrong 

12.  'ITie  box  was  ten  by  fifteen  feet .  right  wronn 

M.  'Ilie  plane  leaves  at  0:4.5  a.m.  ...  right  wiong 

14.  We  were  given  4  tickets  us  gifts .  right  urong 

15.  VV'e  exj)ect«*d  al>out  .500  to  attend .  riglit  u  rong 

10.  (>rant  liver!  in  the  lOlh  rentury .  right  wronn 

17.  We  owe  $l,iKK)  to  the  bank .  rinht  wrong 

18.  He  is  six  years  and  one  month  old  tialay.  right  wronn 

10.  Me  inherited  hundreds  of  dollars .  right  wrong 

20.  'I'he  priie  is  now  only  $24.(K) .  right  u  rong 

21.  t)ur  learn  won  the  game  ten  to  eight .  right  u  rong 

22.  I  gave  him  three  cents  change.  .  .  .  right  wronn 

2.5.  We  now  live  at  .510  5’enth  Street.  right  wrong 


24.  I  need  5  pen.s,  7  pencils,  100  clips.  right  wioiig 

2.5.  ’Iliank  you  for  your  h-tter  of  May  .5.  .  .  .  right  wrong 

20.  Mary  was  their  .5rd  child .  right  wronn 

27.  51ie  curtain  rises  at  eight-fifteen.  .  right  wronn 

28.  Our  team  has  nine  gcxxl  pl.iyers.  right  wrong 

20.  Almost  thirty  minutes  have  elapsrxl.  .  rig/it  wrong 

•50.  Our  check  for  five  dollars  is  cnclos*'<l.  right  wronn 

51.  'Ilie  play  ran  two  years  and  nine  months.  .  .  .  right  u  rong 

.52.  7,282  p<-ople  attended  the  show.  .  riglit  u,rong 

■55.  .She  is  eight  years  of  age.  rig/it  wrong 

54.  Tlie  chart  appears  on  page  sixty-three.  right  urong 

55.  On  Mart:h  10th  your  order  was  shipixd.  right  urong 

50.  At  least  one  thousand  will  attend.  ri'/ht  wrong 

57.  He  owns  six-thousand  forty-five  Inxiks  right  urong 

58.  Hie  IhukIs  pay  .5  ix-r  cent  inti  rest.  righf  wrong 

•50.  His  office  is  on  5th  Avr-nue.  right  u  rong 

40.  Send  niy  baggage  up  to  HfKiin  41.5.  righi  wrong 

41.  t)ur  stationery  is  8  by  10  inches.  .  .  right  wrong 

42.  5'he  note  is  due  on  the  11  of  June.  right  urong 

45.  Send  seven  Ixixes,  tr-n  tulx  s,  six  bags.  right  u  rong 

44.  I.iinc  hi'oii  is  served  at  twelve  o’cIo<  k.  righi  wrong 

45.  She  lives  at  One  I’ark  Av<*nue.  righi  wrong 

■10.  I  shall  meet  you  at  five  p.m.  right  n  rong 

47.  Use  a  one-half-inch  margin.  righf  wrong 

48.  We  hikrd  1.5  or  20  miles  tixlay.  right  u  rong 

40.  Huy  1.50  thr«-e-c«-nt  st.unps.  .  righf  wrong 

.50.  The  terms  are  .51,  10  days,  net  .50.  righf  wrong 


State  Supervision  of 
Adult  Education 

(Continned  from  page  20) 

lion  Department  in  r<*<*«‘nt  y«*ars.  Kucli 
of  these  has  an  udnlt-hnsiness-etliica- 
lion  section.  Heviewing  of  all  survey 
instrninents  pr-rlaining  to  adult  hn.si- 
iM'ss  education,  and  much  of  the  inter- 
vit'wing,  planning,  and  evaluation  of  - 
findings  is  done  by  th<‘  state  .sti|M’r- 
visor.  lie  makes  rt'coinmendations  to 
the  s<'h(M)ls  afTect<‘d,  and,  at  some 
fnttirr*  date,  notes  wh»-lher  the  recotn- 
mendalions  have  Imm-ii  iinplementc'd. 

Because  adult  business  edu¬ 
cation  Is  so  new,  we  have  many 
unsolved  problems. 

Most  dirr*ctors  are  inexix>rir'nced, 
and  many  r»f  those  with  experienc'c 
think  of  adult  husint'ss  education  only 
in  terms  of  form.il  classes  in  tyjH'writ- 
ing,  shorthand,  anrl  lx>okk«‘eping.  Most 
l(K-aI  direc’tors  have  no  reh‘as<‘<l  time, 
or  t(M)  little  for  satisfactory  results.  All 
cities  and  most  villages  and  cxmtrnl 
schools  should  have  full-time  dirtvtors. 
It  is  difficult  to  get  directors  and 
adidts  to  think  in  terms  of  day  classes 


as  w<‘ll  as  <*vening  classes.  Secondary 
hicsiness  teacimrs  are  slow  to  change 
to  rlifh-rent  methods  for  adults.  Dn  al 
l)udgete<l  fiintls  are  often  inadequate 
for  the  adult  program.  The  question 
of  whether  atlnlt  distributive  educa¬ 
tion  should  Im‘  a  part  of  adult  business 
education  or  a  .separate  area  is  still 
unresolved. 

In  the  past  five  years,  there  has 
l)cen  a  tremendous  turnover  of  direc¬ 
tors.  AImuiI  1.5  per  cent  of  the  l(K.al 
directors  are  new  each  yr-ar.  (Competi¬ 
tion  for  students  is  k<“«'n  lM*tw<‘eu  the 
“hobby”  area  subjects  and  those  in  the 
truly  educational  areas,  such  as  busi¬ 
ness  education.  l''ffective  teachers  for 
adult-busiiK'ss-education  students  arc 
lM‘Coming  more  difficult  to  find.  'I’he 
Bureau  of  .\dnlt  Kducation  is  primarily 
interested  in  tleveloping  the  areas  it 
is  resjxnisible  for,  rather  than  the  spe¬ 
cial  areas  it  d«M‘s  not  sup<‘rvi.se,  Ixical 
promotion  and  publicity  are  some- 
tim<‘S  difficult  to  obtain.  Small  com¬ 
munities  are  often  unable  to  have 
c(nnprchensive  programs.  'I'he  size  of 
tin*  state  and  lack  of  suiM*rvi.sory  per¬ 
sonnel  make  it  impossible  to  reach 
»‘ach  dir»*ctor  even  once  a  year.  The 


cost  and  time  n(“c«‘ssary  to  dcvc-lop 
course  onlliiK'S  is  a  serious  probl<‘m. 

Despite  the  problems,  the  su¬ 
pervision  of  adult  business  edu¬ 
cation  in  New  York  State  is 
interesting,  challenging,  and, 
I  believe,  effective. 

It  is  much  like  in'oneering  in  a 
virgin  wilderness.  We  continually  try 
new  ideas.  'Ilir're  are  no  fixed  and 
tried  rules  to  go  by.  I'ew  matcTials  are 
availabh*,  and  the  colleges  are  not  yet 
preparing  l•■achers  for  adult  business 
education. 

In  .'idnlt  busiiu'ss  education,  we 
have  no  captive  students.  We  either 
leach  them  what  they  want  and  nc<‘d, 
or  tln-re  is  no  class  at  the  next  rn«‘cting 
lime.  How  well  we  are  meeting  this 
challenge  is  shown  by  the  growth  of 
adult-bnsiness-ediicalion  [)rograms  in 
New  York  St.ite  during  the  past  ten 
y<-ars.  'I'his  would  indicate  that  the 
busy  adults,  who  voluntarily  give  their 
fim<‘  to  improvi*  thems<-lves  econom¬ 
ically  or  as  consumers  and  citizens, 
ar«’  well  satisfied  with  the  c'ost  and 
ty|M*  of  adult  business  education  in 
which  they  are  participating. 
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DITTO,  INC.,  2235  W  Harmon  SI  ,  Chicago  12,  III 

(,«nllrm(n  Ailhoul  CO^•  or  obligation  pl»t%«  canit  mo 
American  Bu'.irie%c  lre|<«idc  on  Copiec 
Mhal  lyery  Fypr.l  Shrjul'l  Knom  About  Copiev  in  Otiico  Work 
learning  How  lo  Uva  the  bll  lO  0  lO 
How  lo  Opeiata  Ditto  C  lO  (lllu-.iiated  Wall  Chari) 
lettaihead  and  Billhead  Masleit 


School 


DITTO 


Inc. 


//*5ive  Your  \ 
V'  Pupils  These  \ 

I  ;  5  EXTRA  ;.J 

.iTrainihgAids/ 


Qualify  them  for 
more  rapid  placement 
and  promotion 

(live  your  pupils  a  practical  “Working 
Knowledge”  of  husiiu'ss  niJichim^s  and  cost 
cutting  pajK'rwork  methods.  By  training  them 
iis  Drrro  oin^rators,  they  can  l)e  more 
(juickly  placed  and  will  be  more  certain  to 
progress.  Then,  too,  prior  knowledge  of 
methods  and  business  applications  encourages 
the  new  employee*  to  advance  worthwhile 
suggestions  tluit  can  mean  faster  promotion, 
riiesti  live  tested  jiids  for  pnictical  business 
training  developed  by  Dl'n'C)  expressly  for 
you  and  endorsed  by  the  Foundation  for 
Business  Kducation  tire  nipidly  liecoming  a 
“must”  in  business  training. 


“LIARNINC  HOW  TO  USf  IHC  DITTO  D-IO”.  .. 

A  livv  lei'.un  %*ll  lejching  manual  (nabiti  balow  avaiaga  sludanit 
lo  laarn  opaialion  ol  Ihe  0  tO  machiiia  at  utad  in  loday's  butinatt. 

"AkllRICAN  BUSINTSS  OIPfNOS  ON  COPKS".  .. 

Ma  lual  ol  diclalion  malaiial  coniplala  with  noimal  inlaiiuiiliont  and 
ilitiraclion-.  Also  tunlains  chaching  and  tliaighi  limad  diclaliun 
malarial 

“HOW  TO  OPIRATt  I  HI  DITTO  0-10“... 

A  baaulilully  illuslialad  -.lap  by  slap  insliuclion  wallchail  (nablat 
any  sludaiil  lo  produce  good  copias  on  lirti  Inal 

WHAT  IVfRV  TYPIST  SHOUIO  KNOW 
ABOUT  COPIfS  IN  OTFICI  WORK"... 

A  lour  paga  piaca  with  a  pra  counlad  una  live  and  Ian  minula  typing 
spaed  and  accuracy  last,  and  rougn  typad  malarial  lor  pulling  into 
lirial  lorm 

lllTlRHfAD  ANO  BIllHfAO  MASTIRS... 

4  lalleihaad  and  1  Billhead  designs  pra  printed  on  Ditto  Master. 
'.heats  ready  lot  reproduction  ol  up  lo  300  or  more  copies,  as  needed 
lor  sludeni  piaclica  in  typing  lelters  and  ineoicas 


SKlTE.VlIiKH.  1955 


37 


dictation  transcript 


far  from  the  harem 


RUTH  SACHS 

r  YOU  HAVK  AN  IDKA  that  th«; 

woiiK'ii  ot  Tiirk<*y  anr  mysteriously 
veiled,  maseara’d,  ati<l  harem’d,  you' 
iiiiKlil  as  well  |MTish  the  thought.  The 
woman  of  tiKMlerii  Turkey  to<lay  is 
even  as  you  and  J.  She  wears  sh<-er 
nyloid  sliH-kings,  clue,  high-heeled 
sIkn's,  and  prefers  smart,  simple  suits 
and  hloiises.  Slur  listens  to  AiiH'rican 
music  and*  even  wishes  for  television. 

Via  the  Header h  l)ine.ft,  the  secre¬ 
tary  in  Turkey  learns  alroiit  life*  in 
America,  whih*  our  movies,  translated 
into  'I'urkish,  are  her  main  amuse¬ 
ment.  She  eag«*rly  accepts*  athletics, 
high<‘r  ethualion,  and  ctM'diu'ation. 
Hut,  alarve  all,  slit;  n^tains  her  femi¬ 
ninity,"  no  matter  what! 

Unlike  our  popular  notions  of  Orien¬ 
tals  and  Moslems,  the  citizens  of  I'lir- 
key  are,^  in  general,  <*ffkient,  c«)-op<-ra- 
tive,  modest,  and  progressive.  They 
are  advcK-ales  of  cleanlin<‘ss  and"  the 
newest  sanitary  measures.  0|M-n- 
nmided,  animat«‘d,  and  eager  to  learn 
as  much  as  th<‘y  can  alMXit*  their 
world-conlem|M>raries,  the  young  1  inks 
to  me  w(‘re  more  1‘xciting  than  their 
counterparts  in  hiurte<*n  other'®  coun¬ 
tries  I  visited, 

( '.onsidt'ring  the  fact  that  tin*  f(‘mi- 
nine  |Mipulation  emerged  from  the  veil 
just  over"  thirty  years  ago  (Oetolwr 
22,  iy2-3),  the  way  they  take  educa¬ 
tion  in'*  graceful  stride  is  a  continual 
source  of  astonishnuMit  to  me.  I  madi* 
the  acrpiaintanct*  of  women  lawyers'* 
and  d<K-tors,  and  high-ranking  univer¬ 
sity  proiessors.  At  home  tln'y  were 
churming,  gracious  hou.sewives;  hut,  in 
their'*  johs,  tlmy  sr*em<*d  just  made 
for  their  carr‘«*rs.  So  with  the  young 
officr-  workers,  sah'sgirls,  and  clerks— 
all  ('omph'tely  feminine'*  and  attrac¬ 
tive,  hut  r*fficient. 

Take  Sevim  M.  ...  at  nini‘teen,  she 
works  for  a  t\ew.spa|M>r  in  Istanhul. 
Her  iMMi'*  fli<‘S  over  h«‘r  notelxMrk  in 
(u<‘gg  shorthand  symlrols,  and  her  fin¬ 
gers  are  nimhie  on  a  Turkish  ty|M*- 
writer.  She  is'*  W'earing  a  smart  gray 
suit,  white  hlouse,  neutral  nylons,  and 
o|><‘n  sandals.  Hct  hair  is  sleek,  her 
make-up  excellent.  .\si»le'*  from  lu-r 
knowledge  of  Knglish.  Sevim  s|M'aks 


l’'ren<h.  Her  mother  was  also  an  edu¬ 
cated  woman,  and  l>oth  her"*  father  and 
grandfather  had  only  one  wife.  This, 
however,  is  true  of  most  of  the  Turks 
1  knew. 

Sevim  tak<*s  csiurses*®  at  the  Univer¬ 
sity  of  Istanhul  sevr-ral  nights  a  week. 
Ih-r  otiu-r  evenings  are  employed  much 
as*'  yours  are— in  movi<*s,  rlaiicing,  and 
with  Irif'iids.  While  this  hlu<--cyed, 
hlaek-haired  young  woman  plied  me 
with  questions  al>out  our  customs,**  I 
was  int«‘rest(‘d  to  learn  that,  unlike  the 
girls  in  other  Middle  Kast(‘rn  and  most 
iiuropean**  countries  (when;  ass<K‘ia- 
tion  with  Ixjys  is  usually  limited),  .she 
dates  as  we  do.  .Sevim  told  me  she  is*' 
planning  to  give  up  her  job  and  marry. 
Her  fiance  d»ws  not  object  to  her  con¬ 
tinuing  to  work.  She  is**  to  do  what¬ 
ever  will  make  lu*r  happiest.  Although 
hf;r  plans  for  future  homemaking  do  not 
include  all  the**  lalrorsaving  devices 
available  to  us,  slur  will  have  modern 
furniture.  Thanks  to  her  habit  of  read¬ 
ing**  American  magazines  (free  at  the 
United  States  Information  Service),  she 
has  definite  ideas**  in  Ixrth  interior  de<-- 
orating  and  child  raising,  not  to  speak 
of  holding  a  hu.sband!  Other  than  Ikt** 
accentrxl  speech,  pretty  Sevim  might 
have  been  the  girl  working  next  to 
y<m— in  her  attitude  toward  her  fellow 
workers,**  her  bo.ss<-s,  and  her  family 
relationship.  What  a  girl! 

Then  I  talked  with  .Ayshe,  a  'I'urk- 
ish  version  of"  many  young  Ameri¬ 
can  teen-agers.  Mad  alxnit  American 
jazz,  she  jitterbugs,  w(‘ars  a  swirly 
skirt,  anti**  brings  to  her  office  work 
a  rhythmic  zest.  1  might  mention  here 
tfiat  Am»*riean  jazz,  played  by  native 
musicians,”  is  the  most  |X)puIar  music 
heard  in  the  cafes  and  night  clubs  of 
Turkey.  At  twenty-tw«),  Ayshe  seems 
oUler;**  but  perhaps  this  is  due  to  a 
little  t(M)  much  make-up  in  her  effort 
to  l«x)k  like  h«‘r  favorite  movie  actrr'ss.” 
After  all,  she  d<x*sn’t  have  our  make-up 
consultants! 

(ilerking  in  an  imjxrrt -export  ho«i.se, 
Ayshe  finds  h<*r  work**  interesting  but 
less  so  than  her  f‘vening,s  spent  dancing 
with  her  favorite  |)artner.  Klfram,  you 
s«>e,  has  studied**  in  the  States  and 
thus  knows  not  only  the  latest  steps 
and  jokes  but  also  the  Holly w(xxJ  gos¬ 
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sip,  all  of  which  combines’'"  to  make 
him  (piitt;  popular  at  ytjung  p<-ople's 
jiarties.  Ayshe  em{)hatically  approves 
of  marriage,  but  only*’-*  if  her  husband 
loves  to  danc«-.  Here,  t(M»,  I  huiiid  hei 
not  unlike  s(un(;  of  Iut  contemporaries 
on  this  sifle  (rf*®  the  .Atlantic! 

I.eyla  (<.  is  another  young  'Iiirkish 
.secretary,  who  got  lu*r  .shorthand  train 
ing  at  the*'  ^  VVX!A  school  right  in 
Istanbul.  Her  Knglish  is  ilawh'ss  and 
enables  her  to  work**  at  th<‘  I'niti-d 
States  Information  S»Tvice  as  translator. 
She  is  a  mori;  .serious  young  worn. in 
than  most,**  but  i*very  bit  as  feminine 
and  funloving. 

I.e>la  knew  rpiite  as  much  about 
American  life  as  if*  she  had  livi-d  here 
It  was  she  who  pointed  out  to  me 
that  the  constitution  ol  .New  rurkey  is 
mcxleled  after**  ours,  although  theii 
constitution  giv(‘S  women  more  c(|u.il 
status.  Indeed,  the  freedom  gianted 
to  woiixai  in  Tuikey"*  is  uneipi.illed 
for  even  equ.d  pay  with  men  is  |)ro 
vided.  Kdueation  is  free,  eom|)uIsor\, 
and"  coeducational.  .And,  when  I 
pointcal  out  to  l.eyla  that  hi-i  life  is  .i 
little  harder  than  her  mothers'"  moie 
sheltered  existence,  sh«‘  laiigheil  li.ip 
])ily  and  replied  that  her  motliei  is 
going  to  school  h(‘rsell! 

Within  the'"  home,  there  is  grace 
and  dignity.  I'he  most  vivid  impiession 
I  retain  is  the  warmth  of  the  lamiK 
reIafion.shi|)*"  and  the  overllowing  lios 
pitality  <-xtendc«I  to  visiting  foreigneis. 

One  hears  so  much  about  "  Kurope.m 
youth  that  a  word  of  eom|)ari.sou  in 
regard  to  colli  ges  and  young  people’s 
groups  is**  appro|>riate.  I  spoke  with 
these  age  groups  in  I’aris,  Norwav, 
Kngland,  Seotlaml,  Holland,  etc.,  and 
found**  the  Turkish  grou|)s  to  be  the 
lx‘st-informed  of  all,  the  most  avid  for 
information  us  to  how  the  rest  of  the 
world  Iiv«-s**— the  proudest,  too.  Kor 
their  new  Hepublie  is  based  partially 
on  the  (lemixratic  idrsil  that  they  ad 
mire.®*  Many  of  the  young  people  ol 
France,  for  instance,  are  eager  only  to 
inform  the  visitor  of  their  nationar’" 
glories  and  su])remaey  of  l.mguage,  an 
outliMik  that  rarely  |)ermits  an  ex¬ 
change  of  ideas.  'Hie  Turks**  an*  m.ig- 
niiicently  linguistic  and  anxious  to  learn 
everything.  While  there,  I  had  wished 
I  could  take  my  young*"  fri<*n<ls  home 
with  me;  now*  I  wish  I  could  take  you 
along— to  see,  and  remain  to  love,  them. 
(1175)  (A'ly  coutiaued  on  /wge  40) 
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Why  these  new  free  teaching  aids  make  classroom 
instruction  in  Electric  typing  more  rewarding 


t 

To  you,  the Strhool iDepartment  of  HoyalTyix'wriU^r 
Company  ofierH  a  new  and  frc*e  teaching  aid,  "Elec¬ 
tric  "I'yjX'writing  for  the  Classroom  Teacher.” 

For  you  to  distribute  to  your  students,  the  School 
I)ei)artment  offers  a  companion  i)iece,  '"fhe  Key  to 
Ilidaxed  'ryping.” 

Your  teaching  aid  covers  thrtx;  basic  subjects: 
I'ransferring  from  manual  to  electric;  training  the 
iK'ginning  student  on  the  eUjctric;  transferring  from 
electric  to  manual.  Each  part  has  clear,  simple,  and 
brief  suggesttxl  lesson  plans. 

Integrated  into  the  lesson  plans  is  the  stuflent’s 
IxMiklet.  It  contains  valuable  hints  on  how  to  get 

STANDARD,  ELECTRIC,  PORTABLE  TYPEWRITERS 
Roytype**  bu»ine«»  tupplict 

lioysl 'ry|j<*wriu»r  (*(im|>any,  l>ivuiioii  of  KovmI  f  V>r|Miriitioii 


accjuainled  wilh  the  ele<  tri<',  drills  and  suggest  ions 
to  help  develop  a  real  electric  touch,  and  practice 
material  to  encourage  a  correct  typing  habit  patU*rn. 

'ITie  School  Department  of  Royal  Indieves  that 
this  new  training  aid  will  hel{)  make  teaching  on  the 
electric  more  rewarding  to  you.  It’s  fns?.  S«!nd  in  the 
coupon  today!  'I'here  is  no  obligation. 


School  Department 
Royal  Typewriter  Co. 

2  Park  Avenue,  New  York  16,  N.  Y. 

sr-inl  rrn*  rny  friT  ropy  of  “Mlrrlrir  'I'ypiiiK  for 
tlir  ( 'liiHHroorii 'I'rjtrhrr”  ;iiul  1  -  -  1 0  -  fru-  i-opu-H 
indiriitr  luiriilM-r  •Irnin-rt)  of  “'l'ti«^  Kry  to  l{r|jix<-<l 
'I'ypifiK  ” 

l*li';im"  i«rr;inK<‘  f'»r  a  fri*r  (IrriioiiHt  rat  lori  of  lli»*  nrw 
Koyal  Klrrtnr  typrwritrr  _ 'rluM-k  hm-i. 

Nam* _ 

Mhool _ 

City  ^  .  Zone  Slot* 


SKITK.MHKh,  1  (/}.■> 
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Af/  Typewriter 
is  my 

Bodyguard 

GLADYS  GUILFORD  SCOTT 

AS  SKCKKIAKY  to  llie  Ailjiisl- 
iiieni  MuiiaKi'r  of  a  do- 

partmciit  Ktoro,  I  liuvc  llio  jol>  of  writ- 
iiiK  WMitliion'  Irftors  to  angry  ciis- 
tomors-  Irllors  lliat  nil)  Ui«“ir  nifflnl 
frutlit'rs  tlio  riglif  way— loiters  flial 
{lolish  up,  fiiiisli^  off,  and  "sew  a  hiif- 
ton"  on  (fie  finished  udjustinent. 

Safely  proteeled  hy  iny  ty[)ewriter, 
iny  sole  contaet’  with  the  complaining 
piihlic  is  purely  a  matter  of  corn*' 
spondenee- thank  goodness! 

What  could  I  have  said,  for  in* 
stance, ♦  to  tla^  man  whose  new  hat 
had  an  encounter  with  a  |)igeon-and 
lost— in  the  street  outside  our  store? 
'fhe  customer''  stormed  in,  demanding 
that  the  store  hiiy  him,  at  once,  a 
hrand  new  $20  hat. 

lie  lost  his  case.  VV’e  proved  that*' 
it  was  not  our  personal  pigeon,  and 
was  not  acting  under  orders  from  the 
store.  My  poor  hoss  had  his  e.irs 
pinneiP  hack  in  person.  I.iicky  me!  I 
only  had  to  write  the  lett<T-and,  hy 
t/ien,  it  was  funny. 

'I'hen  there  was  thi  **  ciistonuT  who 
claimed  that  we  sold  her  a  fierci*  and 
01  alomesticated  floor  lamp.  'I'lie  ad¬ 
jectives  arc  mine;  the  customer" 
merely  called  it  "dangerous." 

'I'he  arm  of  the  lamp,  she  explained, 
had  a  defective  catch.  Whenever  there 
was  a'"  vihration  in  the  room,  such  as 
might  he  caused  hy  using  a  vacuum 
cleaner,  the  arm  swung  loose  ami  hit 
out  viciously"  at  tla*  nearest  person. 
It  hit,  she  claimi'd,  without  tla*  slight¬ 
est  prov(M-ation-uiilik(‘  a  grapi-iruit, 
which  (according’*  to  the  cl.issie  say¬ 
ing)  W'ill  never  attai-k  a  human  heing, 
except  in  sclf-delensi*. 

'This  lamp  struck  me  onee,”'-'’  she 
compl.iined,  “and  it  struck  my  hrother 
omx*.  I’lease  come  and  get  it.  I  think 
it'*  tiangerous." 

We  did.  A  hravc  truck  tlrivia," 
alone  and  unarmed,  captured  it,  suh- 
tltied  it  single-handed,  and  hrought  it 
hack  to  the  stoK*.  Namt*  me  an 
African'*  hig-game  hunter  who  c.ui 
ImmI  that  feat.  Hut  I,  hehind  my  type¬ 
writer.  wasn't  in  peril  for  a  minute. 

It  was"'  on  this  joh,  too,  that  I 
Icarnetl  that  a  rose  hy  any  name  m.iy 
Im*  stinkweed  to  some  |H‘o|)le. 

Ill  one  mouth’s  hills  we  sent'^  out 
samples  of  an  ex|M-nsive  new  sai  hel 
with  a  delightful  fragrance,  ur 


thought,  flowever,  the  response  from 
one"*  male  customer  was  immediate 
and  {Xiinted. 

"Several  days  ago  we  recto ved  from 
you  an  enveloire  that'"  contained  a 
IMiwerfiil  odor.  I  hastily  deposited  tla- 
whole  thing  In  the  incinerator  and 
washed'*"  rny  hands,  as  I  <lo  when  the 
(at  presents  us  v/ith  a  dead  mouse. 

"As  with  the  cat,  your  thoughtful¬ 
ness  gives  me  pleasure  that*'  far  out¬ 
weighs  the  discomfort,  and  I  wouldn’t 
have  you  stop  sfoiding  me  letters  for 
■uiything.  Therefore,  it  emharrasses'** 
me  to  make  this  cmifi'ssion.  hut  I 
must. 

“It  appears  that  with  that  envelope, 

I  hiuned  a  hill  for  a  purse'*-'*  my  wife 
liowght.  I’leasi*  s<‘nd  me  another  hill, 
and  I  promise  it  will  not  meet  (he 
s.une  fate.” 

My  reply  to  the  gentleman*^  was  in 
the  s.une  vein:  "Here  is  anotlmr  hill— 
nnscented— which,  of  course,  we  are 
very  glad  to  send  you. 

"Wtj’re  glad*-’’  your  reaction  to  our 
wcll-lovcd  and  proudly  advertised 
new  sachet  was  not  typical.  But  per¬ 
haps,  since  the'***  incinerator  was  your 
honest  opinion,  it’s  just  as  well  that 
w(“  know  it,  in  order  to  get  a  halanced, 
many**-sided  picture  of  the  public’s 
response. 

“We’re  filing  your  l«*tter  in  our  per¬ 
manent  files,  lor  its  n'search  vahu*.*** 
Thank  you  very  much.’’ 

In  my  first  draft,  1  added,  “h.S.  He 
gards  to  the  cat.”  But  my  hoss  thought 
this  carried  the*"  light  touch  almost 
too  far. 

Typographical  errors  in  a  joh  like 
mine,  can  h<*  even  more  disastrous 
than  iiT‘"  most  other  lines  of  work.  I 
once  wrote  to  a  customer  whose  ad¬ 
dress  i  wasn’t  (jiiite  sure  of,  "iMeasc 
send  ns  your  /no/'*'  name  and  address” 
ins((>ad  of  “full  name  and  address.” 
T'oitiuiat«‘ly,  it  was  caught  in  time. 

And  you  have  to  have  an  alert'**  car 
lor  connotations,  loo.  When  a  cus¬ 
tomer  complained  that  w(‘  hadn't 
called  promptly  enough  for  pnr- 
ehases'*-'*  she  wished  to  return,  w»“ 
wrote  her  and  referred  to  “this  un- 
called-lor  merchandise.” 

'Then,  there  was  the  inexperienced'^ 
new  typist,  instructed  to  write  a  letter 
to  Standard  Brands,  Inc.,  who  oblig¬ 
ingly  started  her'*-'  letter: 

“Mr.  .S.  Brands 
New-  York  (aty 
Dear  Mr.  Brands;” 

While  many  customers  who  find 
their  way  to  the  adjustment'**'  depart¬ 
ment  have*  legitimate  complaints, 
others  are  wildly  unreasonahh*.  'They 
will  lose  a  button  while-'**  wt-aring  a 
dress  and  demand  a  new  dress,  free! 
They  will  negh-ct  a  polish  their  sdv(-r- 
w.ue  and  then-ln'cause  the  silver"'' 
tarnishes  (  l.um  that  it  must  hav<‘  been 


d«-tective  and  ought  to  be  exchanged 
for  new  silver! 

But  it  was  one  of'**  the  nice  cus¬ 
tomers  who  received,  by  mistake,  a 
blouse  she  had  not  ordered  or  paid 
for,  and  was  not  entitled  to^"  at  all. 

She,  honest  soul,  promptly  sent  it 
back.  We  just  as  promptly  sent  her 
a  check  for  its  pric(r,  ST.IjS.*'  She  re¬ 
turned  the  check,  too,  with  this  note 
atta(  h(-d: 

“Von  are  making  it  v(-ry  inexjx-n- 
sive  for  me  to^*  shop  in  your  store 
and,  if  you  (-ontinue  to  insist  on 
showt-ring  m(‘  with  gifts.  Tin  going  to 
stop  balking." 

(dfl‘-'*'purchases  are  a  double  prob¬ 
lem-two-way  (ontacts  with  the  pub 
lie.  Both  the  giver  and  the  ret-eiver 
must  like"  our  store.  So  gift-jiurehases 
are  handled  with  (‘xtra-s|M'ci.d,  ultr:(, 
sniM-r-deliixe  care. 

But  once,  unfort unately,^-'’  we  did 
slip  up.  We  sent  a  gift  to  Warri-n 
Muller  (a  fk-titioiis  namt-,  but  a  tru<- 
incid(-nt),  and  with  it*’  w<*  cnclos(-d  a 
bill  to  Mrs.  Warren  Mnih'r,  although 
the  donor  of  tla*  gift  had  airc-ady  paid 
lor  it. 

We'*  soon  receiv(-d  a  reply:  “'Tlu-re 
is  no  Mrs.  Warren  .Muller— yet,”  wrote 
Mr.  John  Muller.  “'There  is  a  Mr. 
Warren*''  Muller,  who  is  my  eight- 
months-old  son.  But  I  doubt  very 
much  if  he  m:ide  this  purchase  he 
was  not  in  New  York"'  on  that  day'” 

I  like  my  job.  It’s  nev(-r  dull  just 
frantic. 

Whi-n  I  (-ompan*  my  lot  with  that 
of  my  boss,  who  has-'*"  personal  (-on 
tacts  with  the  buying— ;md  r(-tnrning 
—  public,  who  g(-ts  told  oil  in  person, 
all  d.iy,  every  day,  T'*'  wouldn’t  (  h.uige 
j»laees  with  him.  Not  ev<-n  for  his 
s;il.iry  and  executive  jirestige.  (!ns 
toiiK-is  may'  snap  at-'’*  na*,  slap  me 
dovMi,  bawl  me  out,  and  tell  me  oil 
too,  but  they  have  to  |)nt  it  in  writing. 
My  tv|a‘writer  is  mv*’*  bodygnaid. 
(lOBI) 


OGA  MEMBERSHIP  TEST 

KI-'I-’KCTIVK  I.IS'TKMNt;  olt.-n 
dcpc-nds  on  our  understanding  tla- 
speaker.  .-\ttention  is  the  keynote  to 
giaxl'  list(‘ning,  aial  att(-ntion  (-an  be 
cnltivat(-d. 

Ask  soiia-body  a  (piestion  that  re- 
((uiM-s  .111  answ(‘r  ol  at*  h  ast  threrr  or 
lour  sentences.  Then  rep<-at  tla-  an 
sw*-r  to  see  if  you  have  mah-rstoiHl  it 
clearly.  S(-e  how-  much  of'*  the  answer 
you  can  repe  at  in  the  exact  words  used 
by  the  other  |K-rson.  11  you  do  not  get 
it  clearly  the*  first  time,  have  tla-  «‘x- 
plan.ition  given  to  yon  again. 

( larry  this  on  until  you  can  reja-at 
the  answer  with*’  (-om|)h-le  accuracy. 
This  kind  ol  pra(-ti(-e  will  aid  you  in 
la-c-oming  a  gcMal  listener.  (110) 

BUSINKSS  KDl'CA  l  ION  WDHLl) 


I  T 


Dear  Miss  La  Muse 

MADGE  OLINGER  ADAMS 


Dear  NIiss  Mu.s<;, 

I  saw  your  ad  in  the  PUiinvillr 
Blade  last  Thursday,  It  said  that  for 
one  dollar  you  will  give  me  an*  analy¬ 
sis  of  my  handwriting;  and  answer  one 
question  for  me. 

I  am  sevetiteen  and  a  half  years 
ohl.  I*  am  a  redhead,  like  DelK)rah 
Kerr.  Boys  seem  to  like  me.  I  will 
probably  graduate  from  hi{;h  .school 
next  year.  1*  have  always  wanted  my 
<haracter  analyzed  because  I  don’t 
understand  myself.  And,  too,  I  never 
seem  to*  af;ree  with  my  mother  and 
father. 

Wdl  you  please  tell  me  if  you  think 
I  should  Ret  married?  I  am  enclosinj; 
one*  dollar. 

Yours  truly, 

Alic-e  Dorothea  Trent 

Dear  Miss  Trent, 

Your  handwriting  tells  me  that  you 
are  a  ver\'*  likable  girl.  Y'ou  are  <|uick 
and  capable  and  make  good  grades 
in  sc'h(X)l.  You  have  a  certain  artistic 
(piality.  Have*  you  ever  tried  gliding 
cattails?  You  might  Im?  very  apt  along 
that  line,  I  find  it  very  relaxing. 

It  is*  diflicult  to  understand  one’s 
self  at  seventeen  and  a  half.  Listen 
to  your  mother  and  fath<-r  until  you* 
are  more  sure  of  your  own  decisions. 
By  then  I  saspect  you  will  find  your¬ 
self  in 'more  complete  agreem'Mit  with 
them.'* 

I  am  sorry,  hut  I  cannot  answer 


JUNIOR  OGA  TEST 
The  Brother  and  Sister 

A  CKHTAIN  MAN  HAD  IWO 
i'hildren,  a  handsome  Ixjy  and  a 
girl  who  was  as  plain  as  a  girl  could 
lx;.  'I'he  sist<T,  provoked*  beyond  en¬ 
durance  by  the  way  in  which  her 
brother  looked  in  the  glass  and  made 
disparaging  comparisons'^  lx*tween 
them,  complained  to  her  father  about 
it. 

The  father  drew  his  children  to  him 
tenderly,  saying,  "My  dears,*  I  wish 
you  both  to  l(M>k  in  the  glass  every 
day.  You,  my  son,  to  see  that  your 
handsome  face  is  not  siK)il«‘d  by  ill* 
temper,  and  you,  my  daughter,  that 
you  may  he  encouraged  to  make  up 
for  y<iur  want  of  beauty  by  the  sweet¬ 
ness  of  *  your  manners.” 

(Handsome  is  as  handsome  (hx^s.) 
(107)  —  Atlajjted  from  Aesop’.i  Fahlet 


your  ({uestion  alxxit  whether  or  not 
you  should  get  marriecl.  Y'our  hand¬ 
writing**  shows  that  you  are  probably 
capable  of  managing  a  home,  even 
though  you  are  very  young  to  con¬ 
sider**  marriage  at  this  time.  But 
your  marriage  will  depend  upon  the 
man  you  marry  as  much  as  it  d<x!s 
upon  you.  1**  know  nothing  about 
the  one  you  wish  to  marry',  .so  I  do 
not  feel  that  I  am  qualified  to  answer 
your  question.** 

Thank  you  for  the  dollar. 

Y’ours  very  truly. 

Blossom  La  Muse 

Dear  Miss  La  Muse, 

lliank  you  for  th«*  analysis*®  of  my 
handwriting.  Knclosed  you  will  find 
one  dollar  and  the  English  HI  theme 
of  Johnny  T.  I  had  a  hard  time'* 
getting  a  sample  of  his  handwriting, 
l)ecause  Johnny  T.  (hx'sn’t  write  any¬ 
thing  he  drx'sn’t  havt*  to.  FIea.se  take'* 
good  care  of  it  and  s(*nd  it  back  to 
me  as  quickly  as  |X)ssible.  He  has  to 
hand  it  in  by  next  Thursday. 

Will'"  you  analyze  his  handwriting 
for  m<*?  He  is  the  one  I  want  to  get 
married  to.  He  has  dark  hair  and 
ey(*s.  He'®  reminds  me  of  Eddie 
Fisher,  f)nly  he  cjin’t  sing.  He  will 
Ix'  eighte«*n  Lalx)r  Day.  He’s  crazy 
alx)ut  guns  aixl*®  liorses.  We  fight 
a  lot,  but  I  still  like  him.  All  the  girls 
in  school  are  crazy  about  him,  too. 
But  he  ha.s  asked  me*'  to  marry  him! 

My  mother  doesn’t  like  Johnny 
very  well.  She  says  he  comes  to  see 
me  too  often  and  cleans  out**  the 
icrdxix  ev«*ry  tin>e  he  c«)mes.  She 
floesn’t  like  that.  We  do  our  home- 
w’ork  together,  so  he  h.is  to  come 
nearly*®  every  evening.  He  does  the 
mathematics,  and  I  do  the  history 
and  English  lessons.  He  is  not**  as 
studious  as  I  am.  He  wants  to  lx‘  a 
profc'ssiotial  hxttball  player  as  s<x)n 
as  he  gets  out  of  high*®  schfxil. 

Should  I  marry  him  Ix-fore  he  asks 
sonx'lxxly  else? 

Sincerely  yours, 

Alk-e  Dorothea  Trent 

Dr-ar  Alic<**“  Dorrrthe.t, 

I  am  sending  my  aii.ilysis  .md  the 
theme  back  to  you  by  return  m.iil. 
After  analyzing**  Johnny  'I’s  h.ind- 
writing  and  comparing  it  with  yours, 
I  hesitate  to  advisi*  yon  tr>  enter  into 
marriage*”  with  him.  Yonr  tempera¬ 
ments  arr-  so  very  different  that  I’m 
afraid  you’d  Ix^  unhappy  in  this 
unkm.**  You  are  artistic  and  quick 


of  motion.  But  Johnny  T.  is  slow  and 
delilx'rate  ami  mrx'hanically  nrinderl.®* 
He  woiiltl  probably  make  a  lx*tter 
Ixxrkkecper  than  fixrtlxdl  playi?r.  1 
think  you  tw-o  would  sixm  get  on 
each  other’s**  nerses  aixI  wish  yixi 
hatl  nex'er  gott«‘n  married. 

Sinc<*rely, 

Blossom  lai  Muse 

Dear  .Miss  lai  Miisr*, 

Y’ou  are  entirr'Iy**  right!  Drst  niglit 
we  went  to  a  birthday  partv  at  my 
(h*an‘st  girl  frk'nd’.s  house.  Do  you 
know  what?  I  was  going  to  the®* 
kitclx'n  to  get  .some  r'okr'S  wlxm  I 
found  Johnny  T.  in  the  hall  telling 
my  very  own  girl  frieml  that  she  was 
his  kind®*  of  girl!  That’s  what  lx*  told 
me  wh«‘n  we  first  started  going  to¬ 
gether!  I  have  alwavs  held  tlms** 
words  sar-red  in  my*®  heart!  ’I'hen  he 
kissed  her,  right  there  in  the  hall! 
rhank  you  for  saving  me  from  a 
fate  worse  than  death— with  thi.s 
creep! 

Encl(>sed  you**  will  find  one  dollar 
and  the  English  HI  theme  of  Frank 
(b  Will  yon  please  analyze  F'rank  Ci’s 
handwriting  and  tell  nx*®*  if  you  think 
I  should  l«-t  myself  h<*c<>nx*  interested 
in  him?  He’s  the  new  lx)y  in  sclxxil, 
ami  he  is  siqx-r  dreamy!**  He  wants 
to  do  honx-work  with  m(*  and  go 
steady.  .SIxnild  I? 

.Sincerely, 

Alice  Dorothea  'I’rent  (77S) 


FLASH  READING*  | 

Woi  Ties  of  a 
working  girl 

MARGARET  OTTLEY 

SEFI  EMBEH  b.  Well,  here  I  am  on 
the  job.  Alter  sleeping  late  all  my 
vacation.  I’ll  have  to  train  little  me* 
not  to  tarry  when  the  alarm  grx's  <Hf. 
It’s  a  nice  place  so  far  as  I  can  tell 
in  om-*  day.  But  (»nly  orx*  girl*  has 
talked  with  me.  She  had  tut  choice. 
'I'he  boss  said  she  was  to  help  me  get 
going.  And  that  was  it.  I  have  not 
even*  met  tlx-  girls  m^ar  rrx*. 

.Sept.  7.  Om-  more  tlay,  but  it  was 
Ix-tter,  Mary  Jones,  the  teleplxxx*  girl, 
had  me*  eat  with  her.  She  would  ix)t 
tell  rrx*,  though,  the  reason  no  girl 
exr-<*pt  lx*r  would  talk  with  me. 

Sept.  H.  A  Ix'tter’  rlay  again.  Agnes 
(iasey  ask«*«l  rrx*  tr»  go  to  the  cafeteria 
ICuntimifd  tm  pane  4f) 

*  Ail  hut  $ht  twn  u*ofJi  iintred  ar#  lA# 

votahular'<i  of  CkafUft  Ont  and  Tno  of  ftrtgg 
^horthanii  \imf  itffrd 
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Comptometer's  Erose-O- 
Motic  belts,  mode  from 
mirocio  Mylor*,  con  be  re 
used  thousands  of  times  —a 
tremendous  economy  feo 
ture.  They  ore  renewed 
mogneticolly,  in  just  three 
seconds,  without  removing 
from  mochine 


Comptometer's  magnetic 
dictation  means  high  fidel 
ity  — true,  authentic  repro¬ 
duction  of  your  voice, 
moking  it  eosier  to  under¬ 
stood  for  faster,  more  per¬ 
fect  tronscription. 

*  tiu  roHi  s  TKtOivor 


erase  errors 
magnetically 
as  you  DICTATE 

with  the  new 
Comptometer  magnetic 


dictation  machine 


RE-USABLK  BELTS 
NEVER  WEAR  OUT 


HI-PI  VOICE 
REPRODUCTION 


Here  i.s  the  ^I’catest  improvement 
in  dictution’.s  (>8  year  hi.story!  Dic¬ 
tate  as  easy  as  talking.  Make  an 
error —  re- word  a  phrase?  It’s  no 
problem.  Simply  backspace  and  re¬ 
dictate  the  new  or  correct  thought. 
It  is  recttrded  as  tIu*  old  erases  it¬ 
self,  magnetically.  You’ll  hand 
your  secretary  perfect  tlictation 
she  will  transcribe  faster  and  better. 
Only  magnetic  dictation  gives  you 
this  new  freedom  and  simplicity. 


YOU  ARI  INVITID  TO  TRY  THIS  YtARS  AHIAO  COMPTOMCTfR 
IN  A  TREE  OrriCE  TRIAl  OR  DEMONSTRATION 


BUSINESS  EDUCATION  WORLD 


GREATEST  TRIUMPHI 


COMPANY 


AOORiSS 


DICTATION'S 


The  new  Comptometer 
Oictetion-Transcription  Machine, 
the  world  famous  Comptometer 
Adding-Calculating  Machine,  and 
the  new  Comptograph  10-key 
Calculating-Adding  Machine 
are  products  of  felt  A  Tarrant 
Mfg  Co..  Chicago  22,  III. 


MAIL 

COUPON 

TODAY 


Complomeler  Diclofien  Division 
Eek  A  Tarrant  Mfg  Co. 

1705  Marshfield  St  , Chicago  37,  Illinois 
Gentlemen;  Without  any  cost  or  obligation 
please  orrongo; 
n  DEMONSTRATION 
n  TREE  to  DAY  TRIAl 
O  Send  complete  informotion 


TITIE 


CITY 


Comptometer 
Eroie-O  Motic 
bolt  Never  woort 
out.  con  bo  used 
■  ndofinitoly,  or 
rort  con  bo  eretod 
moenoticolly. 


Combination 
Dictation  •Transcription 
Machina 
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lh«  lir»t  dictotioa 
mochifit  wifK 
I'afila  woa  cylin* 
<t«ri  iHaf  hod  t« 
f«  %vrfo<ad. 


TH«  firti  racord 
typ*  dlctolien 
Oiftodvopto«a  i 
lOitly,  braokobia. 
oaly  aaa  w»a 


flr»t  flaiibla 
plot! ic  bait  A 
dalinita  odvoaca, 
bat  ifill  <ottly, 


COUNTY 


STATE 


P  E  O  P  L  E  j 

•  Mam'  j<*lliiick  lias  Imtii  ap¬ 
pointed  liead  of  the  husiness  educa¬ 
tion  department  at  W’eeqiiahic  lli^h 
ScIkmiI  at  Newark,  New  Jersey.  He 
has  Im'iui  vici'-principal  at  (lentral 
Kveninn  Hi^h  SchiHil  there.  He  will 
take  over  his  iK-w  duties  in  Septi-mlxT. 

•  Holwrt  1).  joy  has  heeu  ap¬ 
pointed  supervisor  ot  distrihutive  and 
husiness  education  for  the  state  ol 
New  jcrs<‘y.  Formerly  eo-ordinator  of 
distrihutive  education  in  WiHidrow 
\N  ilsou  lli^h  School,  (auudeii,  he  as¬ 
sumed  his  new  ])osition  on  M.iy  I. 

Ih  lore  serving  at  Camden,  joy  was 
ail  assistant  professor  at  Hichmond 
I'rolessional  lustituti*  until  Ht.'52.  For 
five  years  lit*  was  an  inform.it ion  and 
edueatiou  officiT  in  the  I'nited  States 
Army.  In  1954  he  was  elected  vice- 
jiresiilent  of  the  New  |ersey  section 
of  the  American  ViKational  Assinia- 
tion. 

•  Hussell  j.  Hosier  h.is  heen 
elected  chairman  of  the  Department 
of  Fdiication  of  the  University  of 
Wisconsin  for  the  school  year  19.55- 
■5f).  Head  of  the  liusiness  education 
ilepartrnent  at  the  University,  he  will 
r'ontinue  to  work  in  that  field  while 
serving  his  one-year  cliairmansliip. 
His  new  duties  will  comm»‘n<i-  Sr  ptem- 
Ix-r  1. 

•  Frank  March,  vice-president  and 
director  of  tlie  Drake  Husiness 
SchiMils,  has  iM-en  named  cliainnan 
for  private  schools  of  the  Mayor’s 
Committee  on  Scholastic  .Achieve¬ 
ment  in  New  York  Clity.  'I'lie  commit¬ 
tee,  formed  hy  Mayor  Hohert  W'agner, 
will  cite  outstanding  liHal  students  in 
the  fi<-lds  of  fiiimanitii's  and  .smial 
studies. 

•  jol  III  H.  |ennings  is  starting  fiis 
.51st  year  of  teaching  this  monlh  at 
the  Metropolitan  Husiness  (iollege, 
joli«-t,  Illinois.  I’omierly  at  the  Metro¬ 
politan  ScfiiHil  in  (diicago,  he  has 
heen  a  vaiiiahle  codtrihiitor  to  the 
field  for  a  half  century. 

•  Dean  fiecil  Puckett,  of  the  Uni¬ 
versity  of  Deiiv<‘r  College  of  Hiisini'ss 
.Administration,  has  resigned  to  Iw- 
conu-  vic<*-president  of  tlie  Federal 
Hes<*rve  Hank  of  Kansas  (at\.  He 
will  lx-  in  charge  of  the  D«-nver  hranch 


of  that  hank,  of  which  he  hecame  a 
director  in  19.50. 

Puckett  joiner!  the  faculty  of  Den 
ver  University  in  19.57  and  was  ap 
pointed  de.iii  in  1948.  He  is  a  past 
prr'sident  ol  the  United  Husiness 
Kdiicatioii  .As.sociation  and  the  De 
partnieiit  ot  Husiness  Fdiication  of  tlu' 
National  Fdiication  .AssiK'i.ition. 

•  joseph  (Jriiher  has  her-ii  ap 
pointed  Director  of  Hiisiiu'ss  Kdiica- 
tion  for  thi"  (aty  of  N'r-w  York.  He  has 
heen  serving  as  acting  director. 

nir-mher  of  the  New  A'ork  (iity 
school  Systran  siiirr-  19.58,  (>ruhei 
will  hoss  OIK*  ol  the  l.irgest  husiness 


jrrsKi'ii  (hu;iu.:ii 

...  70  hig/i  srhdols,  1,100  tiuuhrrs 


erluratioii  programs  in  tin*  roiintry. 
Hr*  will  havr*  charge  ol  thr*  city's 
1,1  Ott  husiness  tear  hr  rs,  organi/.r*d 
under  I  10  dr*partineiil  eh<iirnir*n  in 
70  higli  schools. 

(hiihr  r  is  currr*ntly  sr*rving  .is  a 
m«*mlK*r  ol  the  KHTA  Fxr-riitive 
HoarrI  anil  as  vicr*-|)resirlr*nt  ol  thr* 
•New  A’ork  State  V'cM-ational  anil  Prac- 
tiral  .Arts  AssrM*iation.  Hr*  is  a  iormr*r 
prr*sirlr*nt  of  thr*  Comnir*reial  Krlii- 
r*ation  AssrK'iation  and  a  rr*cr*nt  vicr*- 
prr*si<lr*nt  of  KHTA.  Hr*  has  also 
r*rlitr*rl  thr*  (T'.A  yr*ailMMik  on  ‘‘Proh- 
lr*ms  in  Husinr*ss  Krhiration”  anil  has 
writtr*n  artirjr*s  for  Hi  sinkss  Kih.'I  a- 
rir>N  W'oiii.i)  aiirl  otlK*r  r*ilur'ational 
maga/.inr*s. 

•  Hirarn  Nr*wton  Ha.sr*ly,  r*xr*cu- 
tive  vicr*-prr*sirlr*nt  of  Hurrli*tt  fail- 
lege,  Hostoii,  rlir*rl  in  |unr*  after  sr*rv- 


mg  .55  yi*.irs  with  this  privatr*  husi- 
nr*s,s  scliiHil.  Hr*  w.is  past-presirlr'iit  of 
till*  Nation.il  .Ass(K*iation  anil  (auiii- 
I'il  ol  Husiiir*ss  .SiIiimiIs,  tin*  N.itioiial 
l•Vl^r*ration  ol  Privatr*  ScIkmiI  ,Assor*ia- 
tions,  thr*  Husinr*ss  F.ihication  He- 
searrh  .AssiHiati's,  and  Chirk  Univr*r 
sily  .■Miimiii  .-AssiK*iation.  Hr*  was  also 
r'o-lounili*r,  li*llow,  and  lift*  mr*nilM*i 
of  thr*  National  Ollirr*  Managr*nir*nl 
AssiK'iation,  and  twice  prr*sidi*iil  of 
its  Hoston  Chaptr*r. 

•  t'Kdr*  I.  Hl.inrh.ird,  formr*r  r*rli- 
loi  of  Hi'sini.ss  Kiu'imiiin  VVrmi.iJ, 
h.is  .uinounr'r*rl  his  ri*signation  from 
thr*  I. u  nity  of  thr*  Uuivr*rsity  ol  I'lilsa. 
Ill*  h.is  servi*il  thr*  husiiK*ss  r*rhieation 
lii  ld  lor  thr*  past  45  yi*ars. 

Hl.uii’haril  will  ili*votr'  lull  timr*  to 
his  oilier*  m.iiiagr*uient  lonsiiltation 
husiness  in  Tulsa  Hr*  will  I'outinui* 
his  summer  ti*ar-hing.  howr*vr*r,  and 
desote  time  to  writing. 

•  Two  lustriutors  h.ivr*  joinr*d  thr* 
husiiies  i*dui*ation  stall  ol  ).  Trank 
Damr*  at  T'lorirla  Statr*  Colli*gr*,  Tal- 
l.ih.issr*!*.  Thr*y  an*  /r*nohi/i  Tyr*  .ind 
Howaril  .AIm*I.  Miss  Tyr*  was  lormr*rly 
.it  Hall  Statr*  Tr*ar  hi*rs  ( !olli*gr*. 
Miineii*,  hiiliaiia. 

•  I.eo  .S.  Milli'i  has  lM*r*n  appointi*rl 
husinr*ss  manager  ol  Inriiaiia  T!r*ntral 
Collr*gr*,  lniliana|M>lis.  Hr*  was  for- 
nir*rly  .issixiatirl  with  thr*  ScIkmiI  ol 
Kdiiration,  Iniliana  Univr*rsity. 

•  ( a*orgr*  ).  KlM*rhart  has  l)r*i*n 
pronioti*rl  to  lull  prolr*ssor  at  Iniliana 
.Statr*  Collegi*.  Tr*rrr*  llaiitr*,  whr*re  lie 
is  III  till*  husiiK*ss  eiliir-ation  ilr*part- 
nir*nt. 

•  Mrs.  (;oncr*tta  (J.  Hoy  has  lM*en 
r  li*eted  prr*siili*nt  ol  thr*  High  School 
Tr*achr*rs  Assrxiation  of  Nr*w  York 
City.  .Shr*  is  also  ar  tivr*  in  thr*  firi*gg 
Tr*achr*rs  .AssiM'iatioii,  .is  a  niemhr*r  of 
its  r*xi*rutivr*  committr*r*.  Mrs.  Hoy 
tr*achr*s  sr‘err*tarial  stuilir‘S  anil  is  viM-a- 
tional  giiiilaner*  r'Ounsr*lor  at  Flushing 
High  ScIkmiI. 

•  (u*oige  H.  |•'r*rIl  h.is  lM*r*ii  iiamr*rl 
dirr*i-tor  ol  thr*  Kihii-ation  Dr*partmr*nt 
of  thr*  .National  AssiM'i.itioii  of  Manu- 
far  turr*rs,  siir  r  r*r  rling  T'.  Kr*iiiir*th 
Hrastr*d. 

Fr*rn  is  past-prr*sidi*iit  ol  thr*  N'a 
tion.il  .AsvHiatioii  of  .Statr*  Dirr*etors 
of  ViM  ational  Kihication  and  past  vice- 
prr*sKli*iit  ol  thr*  .Anir*ricaii  A'lM-atioiial 
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A»»<icMtion.  'n»i»  yvnr  h<'  n*c<Mv«*<l  fiis 
D<K;t(ir  of  I^ws  cl<*nn'<"  from  th«'  (An¬ 
tral  Michigan  (a>lli-gc  of  Kciucation. 

•  Marie  VI.  Kcyoolds,  of  Johnson 
CJity,  New  York,  was  fionored  hy  tfie 
National  f)ffie<‘  Management  Asso¬ 
ciation  at  its  'iOth  International  C'on- 
ference  and  annual  (>ffic<-  Machinery 
and  K(|iiipinent  Kx|M>sition.  (See 
photo,  page  47) 

Irene  l*lac«‘,  chairman  of  NOMA’s 
NatifMial  hxiucationul  Programs  Com* 
mittiH*,  presi'iited  Miss  Reynolds  witli 
the  gold  NOMA  key.  For  18  years  a 
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teacher  of  husiiK'Ss  and  commercial 
subjects,  .Miss  Reynolds  has  Ixten  ac¬ 
tive  in  community  and  civic  affairs 
and  played  an  important  part  in  de¬ 
veloping  co-ordination  lH*(ween  the 
educators  and  husinessrnen  of  her 
ctnniriiinity. 

•  Howard  Nelson  has  accepttxl  an 
ass<Kiat(*  prolt'ssorship  on  the  faculty 
of  Northern  Illinois  State  Teachers 
f’ollege.  He  was  formerly  on  the  staff 
of  I’ace  fJoIlege,  New  York  Clity. 

•  Kva  M.  Jessup,  well-known  husi* 
n<‘ss  teacher  and  administrator  in 
Los  Angeles,  California,  pa.ssed  away 
recently  after  a  long  illness.  .Miss 
Jessup  was  for  many  years  Assistant 
Supervisor  of  (amiinercial  Kdiication 
in  lais  Angeles  city  scIkkiIs.  She  re¬ 
tired  in  1944,  hut  was  an  active  mern- 
Imt  of  Pi  Lamixia  Theta  and  Theta 
Alpha  Delta  until  her  death. 

•  Marion  Beck  has  Ix-en  «*lectt*d 
vi<-e-presi<h*nt  of  the  Katharine  (>ihhs 
ScIkmiIs  of  Boston,  New  York,  Mont¬ 
clair  (New  Jersey),  and  Providc-nce 
(RhfKle  Island).  .Miss  Beck  joinc-d  the 
.scIkhiI  in  1931  and,  since  1942,  has 
Ix-en  technical  director  of  all  four 
sc'IkmiIs.  Rc‘c«-ntly  she  was  appointc*d 
vice-presidc-nt  of  the  Katharine  (iihhs 
Alumnae  Fund,  Inc.,  a  graduate  or- 
gani/ation  s|X)nsoring  aid  to  worthy 
students. 

•  .Mici*  Ann  Liles,  of  Raleigh, 
North  Carolina,  won  first  place  in  a 
nationwide  essay  c-ontest  sponsored 
hy  the  Dean  W.  Cc'er  (Company,  Osh¬ 
kosh,  Wisconsin.  .Miss  Liles,  a  .secre¬ 
tarial-training  .student  at  King’s 
Business  ('ollegi*,  Raleigh,  won  first 
place  lor  her  essay  on  “Why  I  Am 
Attending  a  Private  Business  SchcH)!.’’ 
The  $1(M)  prize  w-as  presentc-d  to  her 
in  a  college  assc*mhly  hy  Orville  T. 

I  Smith,  presidcMit  of  King's. 


;  G  R  O  U  P  S  I 

•  The  I’nited  Biisinc-ss  Kciucation 
Association  at  its  annual  meeting  in 
Chicago  elec-ted  as  president,  K.  (.1. 
Mc'fhll,  head  of  the  D(‘partm(*nt  of 
Business  Kciucation,  Kansas  State 
Teachers  College,  Kmporia.  Dr.  Mc- 
Cill  has  sc‘rv(‘d  on  the  National  Coun¬ 
cil  for  Business  talucation  represent¬ 
ing  the*  Mountain-Plains  Region,  as 
national  mc'riM'C'rship  chainnan  and 
vic'e-prc*siclc*nt  dming  the  past  year, 
and  as  president  of  the  National  .\s- 
sociation  of  Businc*.ss  T.-acher-Train- 
ing  Institutions. 

Named  vicH’-presich-nt  and  National 
Mc*mhership  (.'hairrnan  was  ThecKlore 


Yerian,  head  of  the  Department  ot 
Business  Kciucation,  Oregon  State; 
(mllc'ge,  Corvallis.  He  is  a  past-presi¬ 
dent  of  the  Western  Business  Kduca- 
tion  A.ssociation.  Re-elec-tc;d  treasurer 
was  Dorothy  Travis,  University  of 
North  Dakota,  f.rand  Forks.  She  is 
vic«-president  of  the  Mountain-Plains 
BKA. 

National  (Council  meinhc-rs  elected 
hy  mail  ballot  for  three-yc-ar  terms  in¬ 
clude:  Kastern  Hcffion,  Francc;s  Douh 
North,  Baltimore,  .Maryland,  Southern 
Region,  Frank  .M.  Herndon,  Missis¬ 
sippi  .State  (.'ollege  for  Women,  C'o- 
liirnhus;  Central  Region,  Fred  Archer, 
State  Teachers  (College,  St.  (doud, 
Minnc'sota;  Mountnin-Plairvt  lief>ion, 
Kenneth  llan.sc'ti,  Cailorado  .State*  (.'ol- 
lege  of  Kciucation,  Crec*ley;  and 
Western  Heaton,  S.  Josc*ph  Dc-Brum, 
San  Francisc-o  State  taill<*ge,  San 
Francisc-o. 

•  The  Mountain-Plains  Businc'ss 
Kciucation  As.sociation,  a  region  of 
UBK.A,  has  elec  tc*d  as  president,  (dych* 
1.  Blanc‘hard,  of  Tulsa,  Oklahoma. 
Also  chosc*n  at  the  June  convention 
in  Denver  w(“re:  vice-president,  Doro¬ 
thy  Travis,  (.rand  Forks,  North  Da¬ 
kota;  treasurer,  Ruhc*n  Dumler,  Win- 
fic*ld,  Kansas  (re-elect«*cl);  c*xecutive 
sec-retary  (three  yc*ars),  .Agnes  Kinney, 
Denver,  Colorado. 

Featured  speakers  at  the  D<*nvei 
mc’eting  wc*re  Jack  Foster,  William  (!. 
(iill,  Mrs.  Maclc*line  Strony,  Helen 
Borland,  Herlwrt  .A.  Tonne,  and 
Cc'cil  Puckc*tt.  Discussion  groups  cov¬ 
ered  typing,  shorthand,  general  hnsi- 
ness,  and  cleric'al  office  practice. 

F.  Kendrick  Bangs  was  convention 
chairman,  with  Agnes  Kinney,  co 
chairman.  Program  arrangements 
we*re  made  hy  Dorothy  Travis,  chair¬ 
man,  and  (ilyde  I.  Blanchard,  co- 
chairman. 

rhe  c-onventioii  city  for  195fl  will 
he  Wichita,  Kansas.  Faye  M.  Ricketts, 
Wichita,  will  h«*  genc*ral  convention 
chairman,  and  (a-rald  .A.  Porter,  Nor¬ 
man,  Oklahoma,  program  chairman. 

•  The  (Canadian  Biisinc'ss  ScIxniIs 
AssiK'iation  held  its  1.5th  annual  con¬ 
vention  at  Stratford,  Ontario,  in  July. 
The  hoard  of  directors  elected  the 
following  offic'ers: 

Presidcuit,  .M.  (;.  Barnett,  Oshawa 
Business  (aillege,  Oshawa,  Ontario 
(re-elected);  executive  vice-presi¬ 
dent,  HarolcJ  .Metzlc'r,  Metzler  Busi- 
nc*ss  SchiHil,  Kingston,  Ontario;  vicc-- 
president,  (!.  P,  Wc*lls,  (iuelph,  On¬ 
tario;  secretary-treasurer,  Alma  Mills, 
Hamilton,  Ontario,  statistician  and  ex¬ 
amination  secretary.  Miss  B.  Tiiiiks, 
chainnan  of  memhc*rship  committc-c*, 
William  King;  chairman  of  advertising 
ami  puhlicity,  Joseph  Ray;  and  chair- 
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mail  ot  research  and  rsiiicutioiial 
•staiulards,  C.  P.  Wells. 

•  Activatiun  of  the  (a-iitral  He^un 
<)l  the  United  Hiisiness  Kdiicalion  As- 
MK-iation  has  Im-«mi  approvetl  by  the 
I  HKA  Hepresentative  Ass**mbly  and 
the  .National  Uonncil  lor  Husiness 
Kdncation.  Kij;ht  states  comprise  the 
(.entral  He^ion:  Michigan,  Ohio,  Illi¬ 
nois,  Missouri,  Indiana,  Iowa,  Min¬ 
nesota,  and  Wisconsin. 

()ffic<-rs  for  the  first  year  include: 
( hairinan,  Lloyd  Dony'las;  vice-chair¬ 
man,  M«-arl  H.  (hithrie,  and  secre¬ 
tary-treasurer,  Fred  .Archer. 

I'he  (ioverniiiK  Hoard  of  (iHUHK.A 
will  m«*<*t  each  year  in  th<‘  spring  and 
fall  at  one  of  the  einht  state  business 
eilncation  meetings.  The  first  meeting 
will  coincide  w'ith  that  of  the  Iowa 
HKA  on  .November  1. 


SCHOOLS' 

•  The  .Accrediting  (aimmission  for 
HiisiiK'SS  ScIkmiIs  has  announced  a 
I'han^e  in  the  classification  of  accred- 
it<-d  scIkmiIs.  'I'he  ••iylit  classifications 
have  In-en  reduc«“«l  to  four;  one-year 
business  schools,  two-year  business 
schiNils,  junior  colle^'cs  of  biisiiu'ss. 


and  s|H*cializtHl  colleges  of  business 
( four-year  schrxiLs ) . 

.At  its  annual  meeting,  the  coiniiiis- 
sion  elected  its  new  presklent. 
Jay  W.  .Miller,  pr«‘sirlent  of  (aildey 
Heacotn  ScIhkiI  of  Husiness,  Wilming¬ 
ton,  Delaware.  Hen  11.  lienthorn, 
president  of  Kan.sas  (aty  (.Missouri) 

( iollege  of  (loninuTce,  was  re-electetl 
vice-chairman ;  and  James  k.  kincaid, 
presidr-nt  of  Miller  ScIkmiI  of  Husiness, 
('incinnati,  was  elected  trr-asurer.  New 
memiM'rs  of  the  commission  include 

J.  William  Harrington,  Jr.,  Wilming¬ 
ton;  Dwayne  Orten,  New  York, 
.md  H.  1).  Matthews,  Philadelphia. 

John  Humphreys,  chairman  of 
the  commission  since  its  ert'ation,  will 
organi/.e  a  workshop  for  ;iccredited 
scIkmiIs  to  be  held  in  (Jhicago,  No- 
vemb<*r  5. 

•  The  Pinkerton  ScIkmiI  for  Secr<‘- 
taries,  Pittsburgh,  recently  celebrated 
its  2.5th  anniversary.  Kstablished  in 
1910  by  .Mrs.  Josephine  Pinkerton, 
the  scIkmiI  is  now  under  the  manage¬ 
ment  <il  .Alberta  F..  Hauman. 

•  rhe  University  of  South  Caro¬ 
lina,  Columbia,  has  constructed  iiknI- 
ein  (juarters  for  its  secrctari;d  .science 
department.  They  will  be  put  in  use 
.it  the  beginning  of  the  fall  term.  Dr. 

K.  DeA’ere  Smith  announced. 


GENERAL 

•  The  35th  annual  observaiKt*  of 
.American  K.ducation  WiH'k  will  Ik* 
held  Novemln'r  H-12,  1955,  arx-ord- 
mg  to  the  National  Kducation  .A.sso- 
ciation.  The  week  will  Ik*  s|Minsorerl 
by  the  NT'A,  the  .American  Legion, 
the  Ihiitetl  States  Office  of  Kducation, 
and  the  .National  ('ongress  ot  Parents 
anti  I’eaclK'rs.  The  gi‘ner;il  theme  will 
1m-:  “ScIkmiIs  —  Your  Investment  in 
.America.” 

•  With  1.5.5  wcMitlen  beatls,  Toda- 
kasii  Nakano,  a  21-year-oItl  employt-e 
of  a  'I'okyo  bank,  .solves  problems 
faster  than  an  eli-ctric  adding  ma¬ 
chine.  Hut  his  $2.7.5  aba.sciis,  one  of 
the  ti(),(HM),tMM)  u.sed  by  more  than 
two-thirds  of  the  nation's  ptipulation, 
is  not  replacing  miMlern  calculators. 

.A  cheek  on  the  adding  inaehiiie 
sales  in  Japan,  the  S’rw  York  Urraltl 
rrihitnr  dispatch  gfM-s  on  to  .say,  re- 
vt-als  that  Heinington  Hantl  has  diffi¬ 
culty  meeting  tin*  liM-al  demantl. 
.According  to  Frank  K.  .Allt-e,  manag¬ 
ing  dirt-ctor  for  Japan,  department 
stori-s  and  institutions  with  large  pay¬ 
rolls  buy  big  Heinington  Hand  culeii- 
lators  that  |irint  hours  worked,  wages, 
insiiranee,  and  tax  deductions,  ta|M‘s 
needed  in  reehccking  calciil.itions. 
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Designed  and  built  by  Jasper  Table  Co.  to  aid  typing  effi¬ 
ciency  in  the  classroom  or  office.  Important  feature  is  the 
exclusive  adjustable  typing  platform  that  improves  posture, 
reduces  eye  strain,  cuts  typing  fatigue.  A  counterbalanced 
spring  type  mechanism  allows  fast,  accurate  height  adjust¬ 
ments  of  typing  surface  from  26"  to  30"  in  Vz"  adjustments. 
Typing  platform  is  UVir"  wide  x  IbVz"  deep,  will  accom¬ 
modate.  all  typewriters,  including  electric. 


new  aid  to  typing  efficiency 


1 


The  oldest  living  business  educator,  Murij  It.  Peirce,  receives  frotn 
Hradtuitiiin  siudetii  Joyce  A.  liiuler,  an  award  comtnetnoraliuf!,  her  more  than 
fifty  years  service  in  himness  educatum.  The  award  was  made  at  the  Hf)th 
annual  commencement  exercises  ttf  the  Peirce  School  of  litisitu'ss  hducatum, 
Philadelphia.  Vu'wina  the  presentatiim  us  (Uiarles  (1.  lieianer,  uho  ikus 
presidinff  officer  at  the  ceremonies. 


Business  teacher  of  the  year  (be¬ 
low),  Marie  Heymtlds,  of  Johtuson  City, 
New  York,  registers  at  the  Hdth  In- 
terruttiorud  (Umference  of  NO.MA  in 
Toronto.  She  was  honored  at  the  cim- 
VH'ntion  for  her  IH  years  of  servwe.  to 
business  education  arul  her  home 
town. 


These  officers  of  Alplui  Beta  chap¬ 
ter,  Delta  Pi  Epsilon,  were  itustalled 
recently  at  the  University  of  Illinois. 
Erimt  row  (left  to  rinht):  Mary  Nutt, 
recording  secniary;  Charles  DaiAs, 
tAce-pre.sUlent ;  atul  Eileen  Sehutte, 
correstnmdinfi  secretary.  Hear  row: 
Arthur  Alice  ami  Dr.  Armild  Cotuhm, 
co-.sjunm»rs;  Dorothy  Williams,  histo¬ 
rian;  .Mrs.  Alice  Nichols,  treasurer, 
Dmothy  M under,  pre.sident;  and 
Warren  Polley,  mitiimal  deU’date. 


BUSINESS  EDUCATION  WOKIJ) 

j 


camera 


eye 


through 

the 


NEW  REPRINT 

Now  Available 

"Modern  PUnning  for  Business  Training" 
a  24-page  booklet  containing  the 
best  of  the  series  that  appeared 
in  BEW  tor  the  past  two  years. 
Here,  in  one  handy  reference 
manual,  you'll  find  ideas  and  sug¬ 
gestions  for  solving  your  own 
equipment  and  layout  problems 
— ideas  that  have  worked  in 
other  schools  and  can  work  for 
you.  Single  copy  price:  50  cents. 

Other  reprints  available: 
"Typewriring  Cloftroom  Munoge- 
menr'*  (February,  March,  April,  and 
May,  1955)  and  “How  Old  Are  Your 
Typewrirer*?"  (September,  1954),  by 
Alan  C.  Lloyd.  16  pages.  Price:  35  cents 
a  copy. 

“General  Business:  Student  Projects 
that  Will  Intensify  Learnings,"  by 
Alan  C.  Lloyd;  March,  April,  |une,  and 
September,  1954.  8  pages.  Price:  25 
cents  a  copy. 

"The  Use  of  Dramatics  ta  Recruit 
More  Business  Majors/'  by  Helen  H. 
Green;  January,  1953.  Price:  10  cents  a 
copy. 

“Is  Teaching  a  Profession?"  by  |. 
Milnor  Dorey;  November,  1954.  Price: 
10  cents  a  copy. 

“Mimeograph  Duplication — A  Scale 
for  Rating  Performance/'  by  Abraham 
Kroll;  June,  1953.  Price:  10  cents  a  copy. 


Reprint  Department 

Business  Education  World 
330  West  42  Street 
New  York  36,  New  York 

I  am  enclosing  $  in  (cash, 

check,  money  order)  for  which  please 
send  me  the  following  reprints: 


No  ot  Copies 


Noma  ot  Reprint 


Name 

School 

Address 

City 


State 


I  FLASH  READING 

{cotUinued  frotn  p<igc  41) 


with  Ikt.  .Mars  joiifs  taiiif  too.  A 
littlf*'  iiiorf  lik»‘  it!  M.ivIk*  I  will  n-alU 
like  it  licK*. 

•Sept.  }).  .Mv  Imiss  is  niee,  and  I  am 
hoping  he  will’  ask  me  il  I  like  my 
jol)  and  the  girls. 

.Sept.  12.  lie  asked.  So  what  eoiild 
1  tell  him':'  I  likt:  the  jol),  hut  the" 
only  girls  I  really  know  are  Mary 
Jones  and  .Agnes  (lasey.  He  replied 
that  the  reason  hack  ol  it  all*  most 
likely  is  that  I  am  replacing  the  well- 
liked  ilarhara  (iilhhs.  (l.ittle  Helen 
Clarey,  the  file  clerk  is  lu-r'*  si.st«*r.) 

Sept.  13.  .Agnes  ate  with  me  again. 

I  could  not  help  re|x-ating  that  only 
she  and  Mary  "  talk  with  me  and  that 
I  thought  the  reason  must  lx*  that  I 
was  replacing  Ih’h’ii  (!ar<*y’s  sistm. 
.Agm-s  was  ama/ed'*  at  my  knowing, 
hut  agii-cd  that  that  was  th«'  reason. 
Alter  ni\  talk  with  her,  she  saw  that 
the  girls  should  not  hlame'^  me  that 
Helen's  sister  lost  h«‘r  joh. 

Sept.  14.  i  guess  Agnes  must  have 
h.id  a  talk  with  most  ol  the  girls." 
rhey  are  Ix-ing  nier’i.  I'hrer’  mor«‘ 
came  to  eat  with  m«’  in  the  ealeteria. 

It  was  a  kmI  treat.  I  know"  I  am 
going  to  like  it  here.  I'hey  are  all 
nie«-  when  they  give  you  a  chance  to 
fit  in  with  them. 

Sept.  It  helps  wIm’ii  you  like  | 

the  |M-opl('  you  .in*  with  day  alter  d.iy.  | 
I'A’en  Heh-n  is  nicer,  and  with  hei 
hcl|)  I  r.m'*  to  earth  ,i  s|X‘cial  file  ol 
p.i|X‘rs  that  the  boss  had  lx'«-n  sr'arth- 
ing  lor  lor  days. 

Sept.  If),  rlx-  girls  an""  r«‘ally  more 
th.m  nic4'.  Helen  asked  me  il  I  would 
like  to  go  to  a  dance  at  her  church, 
rhen  .Agnes  dcciderl  that  '*  .Mary, 
Helen,  and  I  should  .dl  go  to  a  show 
with  hei  and  will  huy  the  theater 
ticki’ts  when  she  gcx-s  shopping^®  «)n 
pay  day. 

.Sept.  If).  The  <lance  was  .t  nice 
allair.  It  was  es|X‘(  iaily  good  for  me. 

I  met  a  keen*'  lx)y— tall  and  dark 
and  with  a  fine  face'  His  name  is 
John  Price.  He  aske<l  if  he  could 
reach  me  hy  phone. 

Sept.  20.^^  Had  a  call  from  |ohn. 
He  at)d  a  lM)y  .Agnes  met-a  pal  of 
John’s  are  going  to  take  Agnes  and 
me  dancing.  Yoii*^  can  tell  they  are 
planning  for  a  fine  evening. 

.Sept.  21.  It  was  terrific!  John’s  j)al 
Don  had  tin*-*  family  car  and  drove 
us*  to  the  (Irystal  Palace.  'I'here  was 
dancing  hy  starlight  on  tia-  porr  h. 
not  in  tla*  large  hall  alone."  (And 
alas  fr)r  my  diet-all  the  calories  in 
(lokr’s!)  It  was  a  happy  evening,  all 
right,  anrl  I  know  Jolm”  was  ph-ased 
that  h«*  asked  me  tf)  go.  I)r)n  ainl 
Agnes  made  a  gtxxl  pair,  tf)o.  Plans 
are  Ixdng  made  for  a  picnic  on  the’'^ 
24th.  (•>42) 


In  your  ihorthand 
and  typing  daises — 

PRECISIONAL  TEACHING 
REQUIRES  PRECISIONAL  TIMING 

Take  advantage  of  these  two 
exceptional  offers  today 

School  priced  at  only  $9.95 

THE  INTERVAL  CLOCK  TIMER 
WITH  THE  EXTRA  LOUD  BELL 


No  moio  lime-contuiniita  “rcrokot"  for  III* 
pcopi*  in  the  r*ar  of  III*  clou  willi  fhit  alarm 
b*ll  that  mooni  buOnaMf 

Pailcl  grten  cnamcird- metal  finith  Ditfind 
black  numerals  and  hands  on  silvered  dial  tor 
sharp  visibility  Four  inches  high  on  a  tour-inch 
bos*  This  tine  import  should  be  slondard  equip- 
men!  in  every  well-run  closuoom. 


Now  only  $14.9S  (regularly  $21.75) 


SEVENJEWEL 
PRECISION 
STOP  WATCH 


A  seven-icwel  in¬ 
strument  at  a  on* 
lewel  price!  Push 
button,  sweep  sec¬ 
ond  timer.  Long 
bond  registers  sec¬ 
onds,  small  hand 
registers  minutes 
Plus  a  JO-minut* 
center  register  Pressure  on  the  crown  registers 
stort,  stop,  and  start  again  Pressure  on  the 
side  pin  brings  both  hands  back  to  lero 

FIttt  with  the  purchote  ot  the 
STOP  WATCH: 

OIAL-A-RATE — the  haisdy  dictation 
computer  designed  by  Julius  Nelson. 
Now  you  con  forgot  about  matlso- 
motlcal  computation  ond  simply  dial 
your  rate  ot  dictation  speed:  40,  40, 
too,  120  worn. 


Clip  and  mail  today 


EDUCATIONAL  TIMER  COMPANY 

4006  Carlitit  Ave.,  Baltimora  16,  Md 
Phase  tend: 


I  □  INTERVAL  CLOCK  TIMERS  at  S9.95  ea. 
.  □  PRECISION  STOP  WATCHES  at  $14.95 

*  each  and  my  free  Nelson  Dictation 
I  DIAL-A-RATE. 

I  Fully  guaranteed  or  money  refunded. 

•  Name 


School 

Address 


I - 
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I  NEW  BUSINESS  EQUIPMENT 

I 


Fil«  Discs  and  Tapas  in  Cabinets  to  Prevent  Loss 


Filing  iiriitK  for  iiotii  r€^-ord  and 
ta|M;  storaKo  are  pnxluc^d  by  Wallach 
4r  AsMX-’iaUfs,  Inc.  A  Discabinet,  made 
of  sturdy  Rray  steel,  bolds  5X)  inn  kets 
that  rotate  outward  on  an  axLs  ro<l 
fcir  individual  ins|)e<-tion.  Two  sets  of 
Kuinined  numljers,  270  cataloging 
cards,  and  a  steel  card  file  with  index 
come  with  each  imit.  Discabinets  are 
available  in  four  sizes-?,  10,  12,  and 
10  inches,  ranging  in  prict*  from 
$22.50  to  $46.75.  They  can  lx;  stacked 
one,  two,  or  three  wide  and  as  high 
as  is  desired. 

Wallach  tape-rec'ording  reel  cabi¬ 
nets  intennemlx'r  with  thesi-  sectional 
discabinets.  The  5-inch  ($11.50)  and 
the  7-inch  ($1.5..50)  cabinets  each 
have  six  compartments  holding  42 
rec'l  Ixixes  in  all,  Tlie  lO'A-inc-h 
($0.?>0)  bolds  21  Ixixes.  All  have  a 


baked-on  gray  “crackle”  finish.  You 
may  obtain  liirther  iniormation  from 
Wallach  tx  AsscK-iatc-s,  1.5H9  Addi.son 
Hoad,  Dept.  H,  Olc-veland  .5,  Ohio. 


Sand  for  Fraa  Carbon  Ribbon 

Columbia  Kiblxm  and  Carixm 
.Manufacturing  (Company,  Inc.,  is  in¬ 
viting  ownc'rs  and  operators  of  car- 
lH>n-ribf)on  typewriters  to  try  Colum¬ 
bia  ribbons  without  charge.  To 
rc-c'c'ive  a  free  ribbon  you  must  type- 
on  your  .sclux)!  or  company  letterhead 
with  your  pre-sent  carlMin  riblMHi,  giv¬ 
ing  the-  make  of  the  machine,  tin* 
name  of  the  individual  niaking  the 
rc-cjiM-st,  and  the-  line,  “Sc-nd  me-  one* 
ire-e  Columbia  CarlMm  HiblMin  as 
offered  in  the  Sc-ptemlx-r,  19.55,  issue- 
Hosinkss  F.imk:ation  Woiu.ii.”  C<»- 
liimbia  technicians  will  si-lc-ct  the-  Ix-st 
ribbon  for  your  l(-tterh<-ad  pa|xr. 
Sc-nd  rc-cpic-sts  to  Columbia,  at  Clc-n 
<;ove,  Nc-w  York. 

Record  and  Transcribe  by  Tape 

IVJIJH-Amsco  Cor|)oration  an- 
nountt's  a  nc-w  concept  in  dictating 
machinc-s.  'I'hc-  Stc-norc-ttc-,  a  push¬ 
button  machine  with  tone-  and  volume 


controls,  is  the  first  magnc-tic-ta|x- 
machine-  dc-signe-d  s|x-cifically  for  re- 
<-ording  and  transc-ribing.  It  weighs 
eleven  {xiunds  and  will  retail  lor 
$169.50,  including  a  v-ombination 


inicrophonc--s|X'akc-r  and  ta|M-  enough 
for  .50  miniitc-s’  re-cording.  Write  to 
De-JUH-Amsco,  45-01  Northe-m  Boule-- 
vard,  l..e)ng  Island  (lity.  New  York. 

To  Hold  Top-Bound  Copybooks 

'rhe*  Clear-View  (lopylxjok  Hedder 
will  ke-ep  all  top-l>ound  type-writing 
and  se-cre-tarial  note-liooks  in  an  up¬ 
right  |H>sition  for  e-asy  re-ading.  l)e-- 
signe-el  by  a  forme-r  busine-ss  te-ache-r, 
Haze-1  j.  11  awkinson,  the-  {ilastic 
holder  is  available  in  gre-e-n,  brown, 
ivory,  art-metal  gray,  and  ye-llow  from 
Cle-ar-\’ie-w  Company,  2227  Fern 
Stre-e-t,  .San  Die-go  4,  (iaiifomia. 

Chalkboard  with  New  Coating 

A  ne-w  ty|N  of  clialklxiard  calle-d 
SlaloSle-e-l  has  lie-e-n  adde-d  to  the-  line- 
of  B<*ckley-Carely  ('ompany,  19(K) 
North  Narraganse-tt  .^ve-niie,  Chicago 
59.  VV'ith  its  patente-d  Force-nell  silicate¬ 
coating,  SlatoStee-1  claims  a  ne-w  high 
in  durability  and  write-ability.  It  has 
a  pe-rniane-nt  gre-en  color,  with  a  re-- 
fle-ctance-  factor  e»l  not  ove-r  20  jx-r 
ce-nt.  It  is  guarante-e-el  lor  the  life  of 
the  building. 

'Ilie  Forc-e-ne-ll  coating  re-epiire-s  a 
thinne-r  steel  base-  than  jxircelain 
euame-1  iMiards.  Light  in  weight,  it 
can  Im-  sawe-d  and  drille-d  on  the  job; 
little  wall  i-onstruction  is  re-ejuire-d. 

Stencil  Is  'Cut'  with  Brush 

I.aite-st  innovation  in  the  fit-id  of 
ste-ncil  duplicating  is  the  “Brush 
Stencil”  intreKlucexl  by  Cieste-tne-r  Dup- 
lie-ator  (arrjxiration,  50  McLt-aii  .\ve- 
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line,  Yemke-rs  5,  New  Yeirk.  Instead  of 
Ix-ing  cut  with  the  conve-ntional  stylus, 
this  stencil  is  “cut”  with  an  ordinary 
artist’s  brush  using  a  special  brush 
stencil  ink.  The-  le-ttering  or  drawing 
is  brushe-d  ontei  the-  surface-  eif  the- 
ste-ncil;  anel,  afte-r  blotting  it,  the-  ste-n¬ 
cil  is  re-aely  te)  run  imine-eliate-ly. 


New  Products  at  a  Glance 

•  Mexle-rn-tlesigne-d  classrexxn  feir- 
nishings  are-  neew  be-ing  preHluct-d  by 
the-  Kne-hiie  Manufacturing  Ceunpany 
of  Matte)on,  illineus,  large-st  manufac- 
tnre-r  eif  tubular  ste-e-1  furniteirc. 

•  .-\n  interval  timi-r  with  an  e-xtra- 
loud  alarm  be-ll  has  Ix-e-n  made  leu 
typing  te-achers  by  the-  Educational 
Time-r  Company,  4006  Carlisle-  .\ve- 
nue-,  Baltimeue-,  Maryland.  It  will 
time-  freem  e)ne-  to  60  minute-s.  The- 
si-hool  price  is  $9.95. 

•  A  ne-w  lighting  fixture-  te)  illumi¬ 
nate  chalkboards  has  be-r-n  announce-el 
by  Sylvania  Ele-ctric  Prexlucts,  Inc., 
1740  Brejaelway,  Ne-w  York  City. 
Four,  eight,  eir  sixte-en  fe-e-t  in  length, 
the  fixture  is  ele-signe-d  to  eliminate  all 
shadows  and  glare-. 

•  A  comple-te  line  eif  pre)tt-c-tive- 
isivers  feir  eiffie-e  machines  is  fe-ature-d 
in  a  free  "Tops  Tliem  All”  catalog 
from  Buellew  Proelucts  Ceimpany,  .3.5;35 
West  Cortland  Stre-e-t,  Chicagei  47. 
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BUSINESS  EDUCATION  WORLD 


You  always  know  a  farsighted  school 


the  atmosphere’s 

. . .  with  IH  M ! 


I^\^•l\  (l.i\,  tlHMisaiids  ()l  l)iisiin‘ss  ollin-s  i^o 
rh'ctric.  I  hat’s  \\  li\  schools  arc  |)i«-|).ii  iiii^ 
their  stM(l«‘iits  h»r  in(>(lcr)i  hiisiiicss  with 
lUM  I’.lcctric  I  s  pewriters  — the  hr\t  tiaiiiiii^ 
tor  the  best  johs  ot  the  liitiirel 


III  addition,  schools  (iiid  th.it  students  t\pe 
taster  .ind  more  accnr.iteK  on  (ini/  in.ichnie  — 
<‘\en  in.inn.il  —  w  hen  the\  ’re  Iramed  on 
HIM  I’.lei  ti  ics  .  .  .  ,md  the\  le.n  n  in  less  time. 
Aiid  llt\I  I'.lectrics  are  econonnc.il,  too 
the\  e|\c  longer,  Im  tt«-|  sel\i(»-  ,  .  the\  li.iiii 
more  students  .md  theieiorc  at  .1  low 
per-stiideiit  cost.  Von’re  suit’  to  i^o  electiic 
inakr  sure  \  on  ^o  I  li\l ! 


OUTSELL  ALL  OTHER  ELECTRICS  COMBINED! 


\ 


d 


Harris- Sey bold  Company 

Manufacturort  and  Distributors  of  ^ 

Printing  Equipment  and  Supplies 


G^Stlonald^  save  us  65%  a  year  on  our  investment.” 


—  HARRIS-SfYBOLD  COMPANY,  a»v,land,  Ohio 


"Our  forward  planning  programs  and  day-to-day  operating  controls 
both  require  accurate,  efficient  financial  data  processing. 

‘‘We  have  been  using  Nationals  for  many  years.  A  study  of  our  latest 
application  for  National  showed  a  return  of  about  annually, 

paying  for  itself  in  less  than  18  months. 

“In  every  operating  division  ami  department  where  Nationals  arc 
used,  they  have  established  a  record  of  savings.  It’s  a  credit  to  their  ac¬ 
curacy  and  speed.  Iheir  simplicity  of  operation  is  enhanced  by  the  case 
with  which  operators  can  he 
trained.  In  view  of  such  experience, 
it  is  understandable  why  we  are  so 

pleased  with  National  equipment.”  Hct  FrtnJrm  hnamr 

Harnt-Sevhidd  Companv 


JOBS  HANDLED: 

Genarol  Accounting 
Notet  Receivable 
Accounti  Receivable 
Accounts  Payable 
Subsidiary  ledgers 
General  ledger 

Cost  Accounting 
Pre  payroll 
labor  Distribution 
Payroll  Writing 
Analyses 


In  your  business,  I<k>,  National 
machines  will  pay  for  them 
selves  with  the  money  they 
save,  then  continue  savings  as 
annual  profit.  Your  nearby 
National  man  will  gladly  show 
/low  mui  h  you  can  save — and 
why  your  operators  will  be 
happier. 


•TltAOt  MAMK  UCa  U  •  FAT  OFF 


G^Stlonal 


THE  NATIONAL  CASH  REGISTER  COMPANY,  DAYTON  9,  OHIO 

977  OFFICES  IN  94  COUNTRIES 


mcoeHiMt  mtemms 
ic  mtemtui .  CAM  usnmn 


•r 


